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HEALTH & 
WELFARE 


Revolutionary new PAGE GAGE -—takes the quesswork 
out of page-end typing! 


@ PAGE GAGE Warns TYPIST when 
she is 242” from the end 
of the page. Tells and 
keeps telling how much 
space is left as she types 
to the end. 


\ 
\ 
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youl fal ¢ man laying features 


\ 
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~ld-fashioned! Saves time, 
Stationery and retyping. 


any other Luxury Typing 
atures that save time, save 
Money, save work. 


Ask for a complete 
demonstration of all 
the time-saving 
Smith-Corona fea- 
tures. Call branch 
office or dealer 
listed in your ‘phone 
book. 


L C SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 NY Canadian factory and offices, Toronto, Ontario. Makers 

also of famous Smith-Corona Portable Typewriters, Adding Machines, Vivid Duplicators, Ribbons and Carbons. 
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Struggling along with one wheel may be all right as the trick of the 
week, but for real progress two wheels are essential! . . . And in 
business as well, two telephone systems are required for smooth, 
efficient operation—your city telephones for incoming and outgoing 
service — and SELECT-O-PHONE for inside communications. 
SELECT-O-PHONE operates automatically and independently of 
your switchboard ! It permits you to talk with from one to 55 inside 
stations, individually or collectively. 


SELECT-O-PHONE frees your switchboard of inside traffic—saves 
manpower—increases efficiency throughout office or plant! 


KELLOGG Seled-0-Phone 


SELECT-O-PHONE Dial Inter- 
communication Systems are 
sold, installed and serviced 
by factory trained, franchised 
dealers all over America. 
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THE /S(QE VOICE OF BUSINESS 


Get the Facts—Mail Today! 


SELECT-O-PHONE DIVISION 

Dept. 10E 

KELLOGG SWITCHBOARD AND SUPPLY CO. 
6650 South Cicero Ave., Chicago 38, Illinois 


Please rush your new “‘Hear’s How” booklet that explains 
how | can benefit from Kellogg SELECT-O-PHONE Dial Inter- 
communication. 
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Does this “THING” live 
in your office 


The admission you'd pay to see this 
in an aquarium is lost to sight 
when compared to the millions that 
are wasted to keep it in an office. 
Old-fashioned write and re-write, do- 
it-over-and-over-again paper work 
methods are burdens that give P&L 
statements saddle sores. 

But no more of that for the hun- 
dreds of companies all through in- 
dustry who have streamlined their 
paper work with Colitho “One 
Write” Systems. Work-hours and 
cost-dollars are saved in huge quan- 
tities when you use Colitho Offset 
Master Plates to convert estimating. 
purchasing, production and _ billing 
forms into “one write” systems. 

Colitho Plates are printed to your 
requirements and supplied in “snap- 
ysut” manifold sets or continuous 
for tabulator, teletype, formswriter. 
yr addressograph. 

AS Write for the Colitho Manual 
o? and sample plates. 
Wiel 


COLUMBIA RIBBON & CARBON MEG. CO., Ine. 
101-5 Herb Hill Road, Glen Cover, L.1.. New York 


Colitho Plates are adaptable to pur- 
chasing, manufacturing, distribution, 
selling, billing and accounting forms 


OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator. 
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SPEED UP WORK! CUT DOWN COSTS! 


Make Direct Copies of Almost Anything 
with the Amazing Desk-Top OZAMATIC! 


HERE’S ALL YOU DO: 


1. Just Feed in Originals! 
No Retyping, No Stencils 
..-No Plates, No Nega- 
tives... No Darkroom... 
No Messy Inks! 


2. Get Clean, Dry Copies 
Instantly! No Proof-read- 
ing...No Poor Carbons 
... No Smudge or Distor- 
tion... No Drying. 


CUT ORDER HANDLING COSTS 
One of hundreds of OZALID uses 


A Wholesale Hardware Firm has one girl process 
1,000 bills a day — nine times as many as before! 

A Drug Chain keeps accurate, up-to-the-minute in- 
ventories with Ozalid! 


A Manufacturer uses Ozalid to save $8,000 a year 
in procuring supplies! 


— —_ — —_—_— ee —_—_ — —~ — 
r — — : 
OZALID, Dept. OF -6 i | 
| General Aniline _ orp. 
hnson City, N. ¥- a 
< cows Please send me complete “ones 
= 20 about your OZAMATIC machine. 


Name 
Company..--- 
Position....- 
City 


L—--—---- 


This simple-to-operate OZAMATIC 
machine copies anything written, 
drawn, typed or printed on ordi- 
nary translucent materials. Makes 
positive, ready-to-use copies up to 


16 inches wide, any length, at 


speeds up to 30 feet per minute. 
Your first copy is ready in seconds, 
or you can have 1,000 letter-size 
copies an hour at less than 114¢ 
per copy. 


Send today for full details — or 


call the Ozalid distributor listed in 
your telephone book. 


Cut Copying Costs 


o.- USE 


OZALID 


Johnson City, N. Y. A Division of General Aniline & Film Corporation. ‘From Research to Reality.” 
Ozalid in Canada — Hughes Owens Co., Ltd., Montreal. 
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SHAPE Begins Its Office Work 


SIDNEY FELDMAN 


Sa result of thinking and talking, 

then planning and paperwork, came 

the North Atlantic Treaty Organi- 
zation (NATO) and the Supreme Head- 
quarters Allied Powers in’ Europe 
(SHAPE). 

On April 2 one of the most important 
NATO papers to date was issued. It 
was the long-awaited first annual report 
by the Supreme Allied Commander in 
Europe, U. S. General of the Army 
Dwight D. Eisenhower, who declared 
that “the tide has begun to flow our way 
and the situation of the free world is 
brighter than it was a year ago.” En- 
couragingly, he reported how NATO 
has “visible and within grasp” the 
means of building “military, economic 
and moral strength” which no enemy 
ever would dare challenge. 

Behind that report lies the story of 
the offices of NATO and SHAPE. 


NATO and SHAPE have been housed 
apart, but it was agreed at Lisbon that 
headquarters be 


NATO moved trom 
makeshift offices in English residences 


Interior of the office 

occupied by Gen- 

eral of the Army 

Dwight D. Eisen- 

hower as Supreme 

Allied Commander 
in Europe. 


SHAPE Phot 
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at Belgrave Square, London, S.W. 1, 
to SHAPE headquarters near Paris. 
Originally, SHAPE headquarters was 
in the Hotel Astoria, Paris, but was 
moved to the present SHAPE build- 
ings outside of Paris. Important as 
they are, representing international 
headquarters of world peace police or 
defense armies, SHAPE headquarters 
near Roequencourt, France, is built up 
of groups of prefabricated building 
units on muddy fields where a French 
tenant farmer was sowing rye 
about a year-and-a-half ago. 


seed 


Headquarters is a half-hour ride by 
special bus (boarded) with mimeo- 
graphed pass) which waits where the 
Unknown Soldier sleeps at the Are de 
Triomphe in Paris. From there the bus 
heads down Avenue Foch, radiating out 
of the Place de l’Etoile, and southeast- 
ward to Rocequencourt. Exeept for the 
gravel road, muddy areas and paved 
sidewalks, the tossed up buildings re- 
call the tempos set up to house expand- 
ing military offices in wartime Wash 
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ington, 

Headquarters building, set on a con- 
crete toundation, is situated on 
SILAPE’s site which comprises 60 acres 
ot cleared farmland. Floorspace for the 
entire headquarters is approximately 
180,000 sq. ft., of which about 23,000 
sq. ft. are corridors. Over the main 
building is a rainbow of flags of the 
14 member nations. 

An international atmosphere pervades 
headquarters. Military and security 
police outside and inside the main build 
ing are drawn from member nations. 
My papers were cleared by a_ British 
sergeant standing alongside an Ameri- 
can and a Belgian, and I was issued a 
special visitor’s badge. Behind this se- 
curity barrier was a newsstand plas- 
tered with copies of the French Figaro 
and Le Monde, the English Continental 
Daily Mail, the Swiss Neue Ziirich 
Zeitung, the European edition of the 
New York Herald Tribune, and the air 
edition of The New York Times, as 
well as countless other language publi- 
cations. Signs stating “No Smoking” 
and “Exit” and “Entrance” and _ fire 


posts and toilets, ete., were in French 


and English, both official NATO- 
SHAPE languages. On all sides could 
be heard overtones of British accents, 
French accents, American accents and 
Dutch, Belgian, and Danish, 
other tongues in this Babel. 
Inevitably, language is one of the 
obstacles to quicker communications and 
better production in these — offices. 
French classes for beginners, intermedi- 
ates and advaneed students are being 
conducted. They are attended by gen- 
erals and air commodores, as well as 
privates and army civilians working on 
the grounds. Occasionally, British and 
Americans tangle over respective ver- 
sions of their language, while trying to 
master French. SHAPE still is very 
conscious of the language problem and, 
to carry on its business effectively, 
headquarters largely is run in English. 
Reports, such as Gen. Eisenhower's 
summing up of his first vear’s steward- 
ship, had to be translated into Freneh. 
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among 


SHAPE Phet 


Gen. Eisenhower signing SHAPE's activation 
papers on April 2. 


Not only are all reports, directives and 
other papers translated into French and 
duplicated and distributed in two sets 
of reports — English and French — but 
translation often raises problems. Cer- 
tain military terms in English may have 
entirely different connotations in 
French, translatable only by a military 
Frenchman. One of the occasional 
troublesome words, for example, is the 
military coinage “infrastructure” which 
deseribes such permanent installations 
as airbases, communications links such 
as radio receiving and transmitting 
towers, and headquarters. Some mis- 
understandings which have occurred 
have been clarified by reference to the 
United Nations. To ease this problem a 
special voeabulary, a kind of NATO- 
SHAPE Esperanto, is being developed. 

While language is important, 
SHAPE inherently has other problems 
underlying all its operations, including 
office work. Basically, NATO and 
SHAPE are international in character. 
NATO and SHAPE were long planned, 
quickly organized, rapidly expanded. 
They have grown like Topsy, advane- 
ing in all directions, all the while re- 
quiring more personnel, more office 
space, more office supplies and equip- 
ment. All this growth has happened in 
the midst of rising costs (attributable 
indirectly to rearmament programs). 
Moreover, operations have been carried 








Purchases have 
made not necessarily from the 
bidder at the best quality, but 
from member nations among whom com 
petition is stimulated wherever possible. 
However, the latter is a minor matter. 

One of the big jobs at headquarters 
done by supply ot- 


on With a small budget. 
to be 
lowest 


is the purchasing 


ficers. Beeause ot 


location, price, qual- 
these officers prefer 


itv and uniformity, 


Above: Cpl. Laverne 
Teason of St. Louis 
is one of the Amer- 
ican switchboard 
operators at SHAPE. 


Right: American 

Naval personnel, too, 

are on SHAPE's of- 
fica staff. 


buying as much goods as possible from 
the U.S. To a certain extent, they pur- 
chase supphes from the U.S. Army. 
Hlowever, all quantity purchases and all 
services are opened to competitive bid- 
ding. Minor purchases, such as a die- 
tionary or a stapler, are non-competi- 
tive. Deviations from this policy oceur 
in the face of security, emergency, 
urgency, delivery time, ete. In a rush 
order, for example, an_ officer once 
hastily bought ten different types of 
staplers because ten similar models were 
unavailable. Now he is having difficulty 
getting staples to fit all of them. 
In another instance, 23 different calen- 
dar stands were bought and now sup- 
ply officers are trying to scout. refills 
to match. 

rule because office 
equipment and supplies generally are 
short. Accordingly, many offices are 
supplied with varied equipment: French 
staplers, Italian typewriters, German 
American and British duplica- 
tors, Dutch desks, ete. In addition to 
a dull rainbow of uniforms (khaki, 
blue, brown and gray) in one office, 
there are four differently shaped and 
variously sized desks (brown, green and 
tan, of wood and metal) and varicolored 
files, mostly blue-green and brown, from 


Variety is” the 


sates, 
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Kock a File 


Now it’s a fact! Office furniture and equip- 
ment that combines efficiency, comfort and 
beauty—Rock-a-File Modular Office Furniture 
and Equipment. Engineered for efficient use, 
solid working comfort and warm beauty, Rock- 
a-File Modular makes any office a more at- 
tractive, pleasant place in which to work. 
Gone is the old-fashioned, cluttered look of 
unmatched pieces. Rock-a-File Modular units 
—desk, file, bookcase, waste receptacle, type- 
writer cabinet, drawer cabinet and shelf stor- 
age cabinet —in wood or steel construction— 


For complete details, write today for catalog and price list. 


May, 1952 


are designed to fit available space with the 
maximum in efficiency. Each unit easily con- 
nects to companion units in any desired ar- 
rangement — making a complete and harmo- 
nious furniture layout. 

Everybody, from executives to stenogra- 
phers, will appreciate the efficiency, economy 
of space, comfort and beauty of Rock-a-File 
Modular Office Furniture. Available in steel 
or wood, Rock-a-File Modular steel units are 
furnished with gray or walnut finish; wood 
units in genuine walnut only. 


ROCKWELL-BARNES COMPANY 


the Stationer since ) 


35 East Wacker Drive Chicago], Ill. 





FOR 
: Bookh ug 
<j, ~\\ THERE IS NO FINER PAPER! 
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S=x e Tough, resilient cotton fibers make Parsons papers 
and cards last longer and wear better. Precision controls 

in processing and sheet-by-sheet inspection 

guarantee Parsons high standards. A minimum of strong 
processing chemicals and Parsons all new cotton fibers assure strength 
and permanence. All cards and sheets are solid, 

not pasted together — so they can’t split. 





Parsons Papers Are Easier to Work With 6. Parsons works closely with manufacturers of 
bookkeeping equipment so that the ma- 
chine, the ink and the paper match for 
perfect performance. 


1. Erasing by rubber, scratcher or chemicals 
leaves a smooth surface the same color. 

. Special no-glare surface means no eye strain. Valvable free Geoliet 

. Wide variety of colors, weights and sizes in New booklet entitled “Papers and Index Cards 
both cards and sheets. that Wear Better and Last Longer” will help 

you select the right paper or card for each 

record-keeping job. It tells what grades of pa- 

per to use for various classes of records, how 


. Matching colors in cards and sheets make 
possible “color-control” ® in system with 


various classes of records. ; 
to get the value and convenience of “color 


. Four grades: 100% cotton, 75% cotton, control”®, how to buy your forms most eco- 
50% cotton and 25% cotton fibers so you nomically, and the differences in materials and 
can select paper or card according to how manufacturing methods between fine and cheap 


long it must last and how well it must wear. paper. Send for your free copy today. 
©PPC, 1952 
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PARSONS PAPER COMPANY 
Department 5G, 
Holyoke, Massachusetts 


Please send me without cost or obligation your new booklet on selecting 
the right record-keeping paper or card tor each job. 


NAME 


ORGANIZATION (please print) 
OR COMPANY 


STREET 


CITY OR TOWN 
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the U.S., England, Germany = and 
France. About 97° of all files are 
metal, since wood does not stand up un- 
der the constant reshuffling of equip- 
ment as Supreme Headquarters moves 
around and expands. 

In the reproduction department, as 
elsewhere in these offices, typewriters 
include American Royals and L. C. 
Smiths (some obtained from the U.S. 
Army) as well as British Imperials, 
some German and Italian machines, too. 
Several I.B.M. Electromatics are used, 
particularly for typing up 13 purchase 
orders at a time with carbons inter- 
leaved. One Vari-Typer is used mainly 
to prepare charts for projects and 
briefings. 

Approximately 95% of all reports, 
news releases and other mass-repro- 
duced papers are stencil duplicated. 
Several A. B. Dick machines, also ob- 
tained mainly from the U.S. Army, are 
being used in addition to English-made 
Gestetner duplicators. Both machines 
can be used interchangeably, with adap- 
ters. Lest military secrecy be broken, 
the tremendous amounts of paper con- 


sumed by these and other machines can- 


not be revealed. However, the 15 du- 
plicators are kept running about 20 


A French soldier 
operating a photo- 
copy machine in the 


offices of SHAPE. 


SHAPE Phot 


THe Orrice—May, 1952 


hours daily, each one averaging about 
twelve hours. Thermo-Fax photographic 
reproduction equipment made by Min 
nesota Mining & Mfg. Co., also is used. 

With two official languages, prac- 
tically all paperwork is doubled. One 
officer may dictate a report which has 
to be translated in a centralized section, 
after which separate copies and_ sten- 
cils have to be made and run off in- 
dependently on different machines. This 
similarly applies to a plan or directive, 
for example, which has to be repro- 
duced for general dissemination to the 
entire command. Reproduction of a 
200-page document is said to be com- 
mon. However, certain documents for 
specific distribution have to be trans- 
lated and reproduced in more than two 
dozen languages, ineluding English, 
French, Dutch, Greek, Italian, Nor- 
wegian, ete. 

Altogether, more than 40,000 copies 
were made of Gen. Eisenhower's report 
ot NATO’s first year of operations. 
Advance copies, in English and French 
only, were shipped after having been 
prepared under wraps and at great 
speed. Once ready, they were all due 
to go by air for simultaneous release to 
all alliance nations from Canada to Tur 
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Find out why 95°% of the business people 
who try Voice-Master, buy it. 


Magnetic Recording Industries 
30 BROAD STREET NEW YORK 4 


14 





key. The report, running about 10,000 
words, was meticulously prepared dur- 
ing two months. It was partly printed, 
mostly duplicated and distributed by 
the Public Information Division. Ad- 
vance reports had to be sent to enable 
member governments to translate copies 
into their native languages. Distribu- 
tion was carried out as if it were a 
combat military operation. Close atten- 
tion was given to airplane schedules 
and a special courier was sent by train 
to Germany, since bad flying weather 
threatened. 

A need for security immediately sur- 
rounds work with such important and 
secret documents. NATO’s report by 
Gen. Eisenhower was secret up to the 
date of release on April 2. Permanently 
secret papers have red folder covers for 
“secret” and blue for “confidential.” 
Prepared only by personnel appropri- 
ately cleared for this job, these docu- 
ments must go to a central section to 
be registered before distribution. Thus 
certain typists who may be available, 
for example, may not have been cleared 
to type certain documents. Hence there 
can be delays until a specially cleared 
typist, or a duplicator operator who has 
been cleared, is available. 

Onee prepared and duplicated in two 
or more languages, not only must the 
original documents be safeguarded but 
all translated versions also have to be 
specially prepared, duplicated, regis- 
tered, distributed and secured. Some- 
times a total of nine officers meeting 
on an operation require nine copies to 
be translated and reproduced for nine 
reports: five in English, two in French, 
one in Greek and one in Italian, for 
example. 

Result: security means safeguarding 
and safeguarding requires safes. Each 
division handles its own safes, increas- 
ine the need for a great number of 
safes. Here again, procurement was a 
problem. Some safes were made in Ger- 
many, others in France, built to specifi- 
cation. These safes are key and dial 
combination models; a key must be 
turned to three different combinations- 
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®@ “Doctor, lawyer, merchant, chief™ 
...corner store or one-man shop ...can 
now have the convenience, efficiency, 
and savings of metered mail, witha DM, 
@ The DM, desk model postage meter, 
prints postage as you need it directly on 
the envelope, for any kind of mail. 
Prints a dated postmark, and a small 
advertisement if you want one. Even 
handles parcel post. And has a moistener 
for sealing envelope flaps. 

@ The DM does away with adhesive 
stamps, the stamp box, running out of 
wanted stamp denominations, and 
unsanitary stamp sticking. Can be set 
for as much postage as you want to buy, 
protects your postage from loss, damage, 
theft ...and keeps its own accounts 
automatically. Anybody can learn to use 
the DM ina few minutes. 

@ There’s a postage meter for every 
business, large or small. Ask the nearest 
PB office . . . or send the coupon. 


= PITNEY-BOWES 


Postage 
~ Meter 


Offices in 93 cities in the 
U.S, & Canada 





TyourR 
, AD 
HE Rt 


PITNEY-BOwEs, 'NC. 

341% Pacific St., Stamford, Conn 
Please send free booklet on the DM 
Name — 

Firm 


Address 
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PRODUCTION MEN 
DON’T GET BONUSES FOR 
CLOCKS WITHOUT HANDS 


When essential parts are missing, you can’t 
meet assembly and shipping schedules for 
clocks . . . or any other product. It’s when you 
have positive control of ALL production factors 
— parts, materials, machines, and manpower — 
that you can meet and beat delivery deadlines. 


























Over 12,000 U.S. plants have achieved that 
positive control with PRODUC-TROL visual 
control boards. Big companies, little companies, 
successful companies of every size and kind are 
making production history with Produc-Trol. 
Why not you? 


Produc-Trol controls ALL functions: Purchas- 
ing, Manufacturing Orders, Parts for Assembly, 
Inventory, Maintenance, Sales . . . automatically 
shows which orders are falling behind and cry- 
ing for attention .. . saves you time by giving 
you the essential facts on hundreds of orders 
in a few moments. 


"Write today for the eight page brochure — 
“How to Improve Your Order Control.” 





WASSELL ORGANIZATION, INC., WESTPORT 2, CONNECTICUT 
’ Please give me information on Produc-Trol for control of: 
[] Production [) Parts for Assembly (J Orders 


NAME 


POSITION i eee ea cee 
(Please attach to, or write on, your business letterhead ) 








Lee e neem eeenanonl 





PRODUC-TROL INSTALVELOPE ROTOR-FILE SIGNALOK 
for Precision Control for Improved for Time-Saving, for Positive 
in Business Time Payments Space-Saving Filing Record Analysis 
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for example 4-4-49, marking the date 
of the signing of the North Atlantic 
Treaty—after which the key fits a bolt 
and unlocks a safe door. 

Since all classified documents must 
he locked up, almost as many safes as 
filing cabinets are needed. The number 
of file eabinets is increasing at the rate 
of about two weekly. This may con- 
tinue up to a point where files may 
overwhelm office space. However, some 
file cabinets are being double-decked. 
But safes average 46” high, must 
weigh about 525 Ibs. according to regu- 
lations adopted by NATO-SHAPE 
from U.S. Army code, and must be in- 
capable of being moved by fewer than 
four people. Such safes cannot safely 
or easily be double-decked. Unlocked 
hen wear a sign around them reading, 
“Safe Open,” which is removed after 
safes are closed. 

Purchasing, by and large, is done in 
France, the host government. This has 
proven practical in many obvious in- 
stances, particularly for services such 


as landscape gardeners and construction 
men to erect flagpoles, since they are 
most readily available. Similarly cer- 
tain materials, such as desks, are pur- 
chased mainly in France because they 
need not be shipped far to headquar- 
ters. However, there continue to be 
shortages of certain equipment, ranging 
from special foreign dictionaries to an 
18” French keyboard typewriter. Nor 
is all office equipment and supplies pur- 
chasing done by a separate supply of- 
ficer. It is all in a day’s work for the 
same officer to order fuel, trucks and 
two new poles for the Greek and Turk- 
ish flags, as well as typewriters and 
paper. 

In the face of constant growth and 
expansion, however, supply _ officers 
constantly are dogged with hard-to-get 
refills and replacements of simple things 
like staples and calendar pads. So much 
so that one officer said the biggest thing 
he missed from the U.S. was the sim- 
ple practice of issuing a purchase order 
and getting the same-size loose leaf pa- 





To such spotless folk, dirt’s no 


Nor are carbon smudges and mistakes 


joke. 


fa he 


in handwriting and typewriting, made worse by 
messy erasing. That’s why, every day in a big. 
big way, the Dutch go for neatest of all erasers 


—Weldon Roberts— for their 


spotless-clean 


results, their super-quality rubber, their con- 


venient shapes. You can achieve 


cleanest erasing results NOW. 


neatest, 
Ask your sta- 


tioner for Weldon Roberts Erasers in styles to 


suit your own particular erasing needs. 
WELDON ROBERTS RUBBER CO. 


6th Ave. & No. 13th St., Newark 7, N. J. 
World's Foremost Eraser Specialists 


Waldon Rovers 


et Mistakes in Any Language 


Corre 


399 TRI-PLY The oriz- 
inal, = superior, 3-laver 
eraser for typists. Two 
outer plies of red pencil 
rubber, for smooth, clean 
erasures on originals and 
carbon copies, center ply 
of soft gray ink-eraser for 
a single letter or a com- 
plete line. 











operating cost... 


$42,000.00 





how to save 
10% or more 


on typing cost: 


Make Your Own 


Letterwy Tut 


LETTEREX naturally increases typing output be- 
cause it means more time spent on actual 
typing. Production increases vary according 
fo length of letters and number of copies 
made. Order a trial supply of LETTEREX, use 
it @ few days or weeks, compare new pro- 
duction records with old. See what you've 
soved on overtime, extra help or regular 
help, You'll find LETTEREX more than pays 
its Woy — usually MUCH MORE! 


White tp 
on Your. L 
for Samples and Prices 


McGREGOR & WERNER, INC. 
1640 Connecticut Avenue 
Washington 9, D.C. 





| 
| 





per, the same size staples, and the same | 


size calendar refills every time. 

“Standardization” was his plea. 
“What do I miss from the States? Sir, 
I miss the impossibility of standardiz- 
ing here. I miss the corner stationery 
store where I could order and get the 
same things each time, now and for- 
ever. I miss the American method of 
doing business.” 

In essence, the American method of 
doing things has been modified by 
NATO - SHAPE internationalism, since 
this is inherently an international un- 
dertaking for the common good. Per- 
sonnel has to be drawn from 14 varied 
member nations. Because France is the 
host government, and French manpower 
is most readily available, many military 
and civilian clerical workers are French. 
However, there is an established ratio 
limiting the number of workers from 
each member country. Before being 
hired these people must be cleared for 
security reasons, particularly those 
handling classified documents. Once 
cleared, they are identified by passes 
and badges. 

By the very nature of certain secret 
documents, the number of employes al- 


lowed access to certain papers must be | 


limited. Certain people are not allowed 
access to many materials, thus limiting 
their scope. Others have been cleared 
to handle a limited amount of infor- 
mation. Hence the number of people 
is limited to do a certain number of 
jobs, as noted earlier. This main se- 
curity practice makes it impossible to 
operate a typing pool. 

Moreover, a deep difference in psy- 
chology separates Americans from 
Europeans in other matters. Whereas 
American officers, for example, are con- 
cerned with labor-saving devices, Euro- 
peans are concerned with providing 
more work for more people. Thus, the 
American approach would be to pur- 
chase a typewriter even if it were used 
for only one hour a day. The Euro- 
pean practice would be to waste the 
hour for lack of a typewriter because 
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Accounting Board 


Speeds Up Payroll 
And A/C Receivable! 
Save 2/3 in Time! 


Eliminates Individual Postings. 
Writes 3 Forms At Once. Elimi- 
nates Transcribing Errors. 


Multi-Rite, the new ac- 
counting board, is_ the 
modern efficient way to 
record data. Hand oper- 
ated. No costly machines 
to install. 


ae Details On Request 








ANG cv 


Long Island City, N. Y. 


44-03 21st Street 


©Shp 


19 








it could not be used tor the remaining 
seven hours of a work day. End result: 
no typewriter. 

All buildings at headquarters are pre- 
fabricated and of one-story construction 
with walls of a cement-stuecoed finish. 
There is a center corridor with 18 wings 
running at right angles. Major activi- 
ties are carried on in the main building 
which has a center corridor extending 
about 650 ft, from the main entrance 
to the rear of the building. The main 
reception desk is at the front of this 
corridor. In keeping with continual ex- 
pansion, additional prefabs have been 
set up away from the main building 
and require a short hike for inter-office 
memos which cannot be handled by tele- 
phone. All these pre-fabricated offices 
are gray inside and outside, with radi- 
ant heating systems built into the floors. 

In addition to the main building of- 
there are both an_ officers’ 
mess and an all-ranks cafeteria in the 
same building. There are four buildings 
utilized as barracks for enlisted male 


fices, also 


quiuim ) 


VALITY 


GUARANTEED 


EXECUTIVE 
desks are made 
for those who ap- 
preciate the ulti- 
mate in fine 
office furniture. 
Write us for 
name of your 
nearest dealer. 


BEAUTY 


UNSURPASSED 


FURMEPWRE. vac. 


P.O. Box 1048—Oklahoma City, Okla. 


personnel and three for temale 
sonnel. 

Lite and work at headquarters move 
around a 24-hour clock, turning one 
o'clock in the afternoon into 1300 in 
typical military practice. SHAPE em- 
ployees work a 6-day week from 9 to 
5:30 and 9 to 12:30 on Saturdays. 
SHAPE is a miniature United Nations 
devoted to military planning. Its physi- 
cal and operational activities are being 
expanded NATO moved its of- 
fices from across the English Channel 
to jon SHAPE. In addition, SHAPE 
will have to make room for joint plan- 
ning and operations now developing out 
of the European Defense Community, 
in which SHAPE will serve as a co- 
ordinating unit. SHAPE also will be 
busy with expanded operations result- 
ting from the planned German contribu- 
tion to NATO. And SHAPE will con- 
tinue to have its big underlying respon- 
sibility for military and political co- 
ordination in the event of a European 
emergency. 


since 


1S YOUR OFFICE OR FACTORY 


HERE'S A 
QUICK AND 
| a ECONOMICAL 
—~ i) ° SOLUTION 
WHEELE 
Sel, Powered 


ELECTRIC 


TELEPHONES 


@ ideal for inter - office, office -to 
foctory, and interplant services 
when immediate call and privacy 
ore essentiol 


@ No botteries, no outside power 
source. No maintenance 


@ Up tol? stations. Bell, gong, horn 
or visual signals os required 


@ No spork or fire hozord, Perfect 


emergency system 


Write for details and nome of nearest distributor 


THE WHEELER INSULATED WIRE CO., Inc. 
Division of the Sperry Corp 
1106 EAST AURORA ST., WATERBURY 20, CONN 
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@ switch from this 


| som A beautiful 
toe Oe ate eatcona tenet 





these 2 easy steps: 


modern + Punch sheets and covers of any size or 


right in your 
own office! , 
...and save money, too US 


weight, quickly, accurately 


Bind up to 250 books an hour with colorful 
GBC plastic bindings 





Y definitely im- ai x : 
prove the ‘ofloctivences Add prestige ... utility .. . attention-compelling 


eee cae oes Pe with ~—-—«APPearance to reports, catalogs, presentations, and all 
pg Dine gue Gac printed and duplicated material with this sparkling 
plastic binding. NEW GBC portable equipment 

ant Oy quickly .. . economically plastic binds loose pages of 

FY all sizes into easy-to-use personalized booklets. Pages 
“CBC turn easily ...lie flat. Durable plastic bindings are 
eee RS available in a complete range of colors, styles, and 
sizes. Complete GBC office equipment costs less than a 

General Binding typewriter . . . saves more than 50% over old fashioned 


Corporation fastener-type covers. Anyone can operate. 


Mail this coupon for 2 FREE MEMO BOOKS 


Please send me, without obligation, 2 free memo books... and your new illus- 
trated portfolio packed with timely information and prices on this modern 
binding system. 





Name 











Zone 


inding Coporation 


812 W. Belmont Ave., Dept. 9.5, Chicago x 





| 


_ 
he 
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ATTENTION! 
OFFICE 
MANAGERS! 


$4.50 


Postpaid* 


125 Large 8!/." x II" Pages 
22 Full Page Illustrations 
21 “Live” Exhibits 


*When check accompanies order. 





By the Same Author 
THE TECHNIQUE OF SYSTEMS 
AND PROCEDURES 
345 Pages 7" x 9" 
85 Illustrations $1 5.00 
Five Day Examination Offer 





OFFICE RESEARCH INSTITUTE 


P. O. BOX 1303, Miami 43, Florida 








NE 
Books 


DESIGN AND CONTROL OF BUSINESS FORMS 
by Frank M. Knox. McGraw-Hill Book Co., 
New York, pp. 219, $6.50. 

The first in an office management 
series of National Office Management 
Assn., this book describes the importance 
of forms as a primary controlling fac- 
tor in clerical expense. It furnishes a 
Functional Index for analyzing and 
classifying forms as an effective founda- 
tion for control. LDllustrated with ex 
amples of forms used by many businesses 
and before-and-after case histories of a 
variety of applications. The book’s cov- 
erage of forms design includes reference 
to factors of clerical efficiency in filling- 
out and subsequent use of forms. Tech 
nical operations involved in designing, 
specifying and purchasing forms pro- 
vide practical guidance. The Measuring 
Stick, which precedes each chapter, con- 
sists of questions on the problems, prin- 
ciples and cases covered so that the 
reader can determine whether he is al- 
ready applying effective methods in his 
forms control. 


BUSINESS ACCOUNTING FOR AIKPORTS, NOV. 
1951. Government Printing Office, Washington, 
D.C., pp. 27, 25 cents. 

In most instances, public agencies 
maintain their airport financial records 
as a part of their regular system of fiscal 
accounts. The fiscal records usually kept 
by most public agencies, however, do not 
satisfactorily reflect the financial infor- 
mation needed for airport management 
purposes. To assist those confronted 
with this problem, the CAA has de- 
veloped this suggested accounting sys- 
tem designed especially for airports. Ask 
for Catalog No. C 31.102:Ac2. 
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THE FIRST TRUE DICTATING MACHINE APPLICATION 
OF “THE MAGNETIC PRINCIPLE OF RECORDING” 


) CP re ttlblt 
Ker KACCEE 


REX RECORDER BEGINS ... WHERE OTHER 
DICTATING MACHINES LEAVE OFF... CHECK 
THESE FEATURES WHEN BUYING... 


Magnetic recording is free of surface or background 7 
noise. Magnetic recording is erasable, therefore Peseta ud 
disc is re-usable 10,000 times or more and spot 265.00 
corrections can be made by dictating over De 

mistake. Simplicity of construction, no TRANSCRIBING. UNIT 
turntable, few parts and fixed recording complete with choice of 
head makes for repair-free operation. papespiilageies ry 
Simplicity of operation (see it and operate it) 265.00 

... as simple as that. COMBINATION UNIT 


. ; . ompletely equipped for use a 
All true dictating machine features: a dictates 64 a ee 


a dictator or a transcriber 
1. Immediate access to all parts of recording. 300.00 

2. Perfect marking of length of letters and corrections: 

3. Word, phrase or sentence backspacing. 

4. Stopping and starting without clipping of words or noise interference. 


DEALERSHIPS NOW Come to New York for 


AVAILABLE . .. CONTACT REX RECORDER WEEK 


US IMMEDIATELY FOR JUNE 30th—JULY 5th 
FURTHER INFORMATION 
For Demonsirations, Mechanical Instructions and Soles Help 


AMERICAN DICTATING MACHINE COMPANY, INC. 


65 Madison Avenue e New York 16 New York 
ESTABLISHED 1923 


e MUrray Hill 4-3554 


23 

















YF market 
advice 


OWERING PRICES is one thing .. . but hammering 
them down at QUALITY’s expense is something else 
again. PANAMA-BEAVER products are superb, 
because we tailor them UP to rare quality standards, 
not DOWN to higgle-penny prices. That’s why they 
are CHEAPER for YOU in the long, hard run... 


PANAMA: BEA VER 


MANIFOLD SUPPLIES CO., 188 3rd Ave., Brooklyn 17, N. Y. 


CARBON PAPERS HOC CTOGRAPH T $ INKED RISBONS 
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MODEL 201 
Popular because it can be used for 
adding and multiplying as well as 
for protecting cash . . . extremely 
low priced. 





MODEL 201A 
Upright Service Station Model 
Brand New... has all the famous 


R. C. Allen protective features. 
Especially designed for operators 
who prefer the upright type cash 
register. 





MODEL 511 
Protects both stock and money. 
Designates merchandise or kind of 
service and attendant. Accumulates 
locked in totals of gallons of gas 
sold as well as money valves. Han- 
dies cash and charge sales, re- 
ceived on account and paid out 
transactions. 


.C. Allen 


CASH REGISTERS 


designed to protect 
every business transaction ie 


® service stations ® drug stores © cleare 
ers and dyers ® food stores ® liquar 
stores © supermarkets © variety stores @ 
barber and beauty shops © department 


stores © and many more... 


designed to sell with ease 


...- all 16 B.C, Allen Cash Register model 4 
give the most in protection and infom 


mation : 
.. + all 16 are famous for “2 in 1” addi 


within one unit 


machine and cash register operation — : 


. and you can add new customers — nem 
profits with our liberal “partnershipy 


discount 


Spring is HERE! 
Be pbs to get on § share of Service Sta- 
Garage cash register business 


most girs models are Gectated PLACE 
YOUR ORDER NOW! 


R.C.Allen 


Business Machines,Inc. — 


$79 Front Avenue, N. W., Grand Reettty 














oy 4 Ayfewitler V/A Foils 
bus VoeV Cofidener 














A290, 25 30 3¢ ap . 3 
rte AA AD 5S 60 65 7 






9.75, 80 gs 






MODEL 611 


(Six carriage 
widths available) 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Michigan 


COLE'S NEW 


“Concealed” SECRET VAULT 


for Confidential papers and other valuables 





A combination safety and filing cabinet that will more 
than pay for itself! The secret safety vault has a full 
vault-size dial lock (only YOU know the combination). 
The storage cabinet has two adjustable compartments, 
under lock and key. Also contains: a double index drawer 
for 3 x 5 or 4 x 6 cards (3200 capacity), and two ball- 
bearing, letter-size drawers. In olive green or Cole gray. 
Size: 32" high, 30!/." wide, 17!/." deep. 


NOTICE: 


Not to be con- 
fused with imita- 
tions having small 
lightweight locks. 


No. 1370 


$A gs 


With plunger - type 
lock which automat- 
ically locks all draw- 
ers, No. 1370-PL 
$59.85 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES. 


oe) FX STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y. 





This is no way to treat a chair but 
no harm done — it’s a Sturgis! 


It would take a lot of sitting to punish a Sturgis executive chair 
the way we do with these weight dropping tests. As a matter 
of fact, a 300-pound bag of sand dropped on the seat is just 

one of the severe shocks Sturgis chairs undergo to test 
compliance with General Services 


Administration Specifications. 
You can’t see all 


the quality that’s 
In this test the Specifications angpaneres —_ 
S : Sturgis chairs. 
permit 1/8” permanent frame 

distortion but actually no 

measurable change in seat or 

frame of Sturgis chairs occurs. 

Another example, of course, of 

the way reserve strength and 

powers of resistance are 

deliberately engineered 

into Sturgis chairs to 

make them perform 

beyond the call of duty. 


Visit us at Booths Nos. 1005 and 1007 N.O.M.A. 
Annual Office Machinery and Equipment 
Exposition May 19-22, San Francisco, California. 
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Big in performance, small in 


Hanning lhe New 
size—Model 5216 solves the cor- 


respondence problems of the 

smaller office. Really versatile, 

Bi faces too—with the touch of a button 

5216 . Auto-typist 5216 instantly se- 
os . lects any one of 16 different let- 

= ters or paragraphs, automatically 


types it through without further 
attention. 


16 Selector Buttons 
for automatic selec- 
tion of letters or para- 
graphs. Master record 
roll carries 16 or 
more. short letters. 
For electric typewrit- 
ers exclusively. Meas- 
ures 28” wide, 30” 
deep, 33” high. 


a ee 


(uilo-Typist 5216 
aon 


Does the work 2% times 
faster—and each letter is 
perfectly typed. No errors, 
no erasures, no omissions. 
And you don’t need to proof- 
read Auto-tyned letters, 


Model 5216 is simple to oper- 
ate— 

(1) Touch Selector Button for 

desired letter or para- 





(2) i letterhead and type 
in headin 
(3) Touch START Button. 
Auto-typist does the rest—auto- 
matically types letter all the way 
through, 2% times faster than 
human fingers can fly. 


Write For Bulletin 5216 Today 


AMERICAN AUTOMATIC 
TYPEWRITER CO. 
614 North egy yg Street, 
Dept. 55 
Chicago 22, Illinois 


THe Orrice— May, 1952 








Federal Specializes in 


COMPLEX Business Forms 


including 


\ | / vy 
~SNAP’N PART 
(as 

Carbon-Interleaved 
Sets 








Federal designs and prints forms to solve 
your business problems. We specialize in 
complicated carbon-interleaved sets of all 
sizés and combinations of sizes. And because 
we use only the fastest, most modern ma- 
chines available, you can depend on us for 
finer precision-printing — and prompt deliv- 
ery. Federal prices are attractive. Why not 
have us quote on your next job? 





FREE FORMS FOLDER 
Federal Business Products, Inc., Dept. J, 
90 Gold St., New York 38 


Send me your free illustrated folder, “Short Cuts 
in Business Forms” 

NAME 

ADDRESS 


EEE STATE 




















ko 


ss cbcitenstie sateen aint nnninasniil 





EDERAL 


business Froducrs. swe. 90 GOLD $1. . NEW YORK 38 * CO 
































PRINTERS OF BUSINESS FORMS SINCE 1926 











Because of changes in merchandising poli- 
cies, the well-known line of Mimeocraft 
Bond, Script and Vellum are no longer avail- 
able to you through your old sources. 


The name “‘ Mimeocraft’”’ is the property 
of Eastern Corporation. Anyone offering 





x 


EASTERN 


| Eastern's Atlantic Mimeo Bond 


AND OTHER FINE BUSINESS PAPERS 


paper bearing this label which is not the prod- 
uct of Eastern Corporation is substituting. 


While for the time being Mimeocraft may 
not be available to you, identical papers pro- 
duced by Eastern Corporation are available 
in most localities. 


MADE BY EASTERN CORPORATION © BANGOR, MAINE 
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Less Operating Cost 


Per Filing Inch! 
SAVE with ROL-DEX* by Watson 


established 1887 
Ae 


in 


‘ 
> 


i #- | 


ROL-DEX installation in the office of the Auditor of Disbursements, 
iMinois Central Railroad, Chicago, Ill. 


Records roll smoothly, quietly to the operator on sealed lifetime ball bearings. 
ROL-DEX by Watson needs no motor; eliminates noise and expensive upkeep. 
Use your present records. There are no new forms to buy. ROL-DEX by 
Watson is adaptable to both small and large quantities of records—custom built 
to your special needs. Mail the coupon below and learn how ROL-DEX can 
save time and money for your business. 


ROL-DEX DIVISION 
Watson Manufacturing Co., Inc. 
Jamestown 25, New York 


Please send inf ti bout ROL-DEX rolli nits. 
See the ROL-DEX display e send me information about RO rolling uni 


at the IASA Convention 
Netherlands Plaza 


Cincinnati 


May 18th through 21st 


Company 

Name Title 
Address Zone 
City State 
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With just the lightest touch of their fingertips your typists 
turn out beautiful work on IBM Electrics. They’re such easy 
typewriters to use. 

Every job gets done faster, almost without effort . . . each 
is uniformly clear, distinctive, impressive. IBM Electric typing 
is strikingly different. 

No other typewriter is so saving of your typists’ time and 
energy—and your company’s money. 

Write for free illustrated folders to IBM, Dept. OF-2, 590 
Madison Avenue, New York 22, N. Y. 


INTERNATIONAL BUSINESS MACHINES 
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OFFICE 
MACHINE STAND 


ASSURES 


A BEAUTIFUL PERFORMER 
THE BEST SUPPORT 


TUSCO STANDS COST VERY 
LITTLE MORE— MACHINE 
REPAIRS COST A LOT LESS! 


Tusco Stands provide a combina- 
tion of strength, stability, operator 
comfort and beauty available in 
no other office machine stand. 
Equipped with an adjustable ball 
foot the TUSCO Stand provides 


THERE'S A TUSCO STAND solid support for the heaviest, 


FOR ALL THESE MACHINES 


© BURROUGHS 

© MARCHANT 

© ALLEN-WALES 

@ R. C. ALLEN 

@ MONROE 

®@ FRIDEN 

eiBM 

© COMPTOMETER OR 


most active machines on the most 
uneven floors. 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 
Established 1921 


ANY 


TYPEWRITER—MANUAL New literature on the TUSCO STAND is now 


OR ELECTRIC 


available. WRITE FOR DETAILS TODAY. 
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picture of 

a high-speed 
typist... 

in low 


sits 


*Besmudged, Bothered and Bewildered," is this secretary's 
melancholy theme song. All too often, she's come out the loser after 
battling with smeary, old fashioned spirit duplicating carbons. 


But there's a happy note in this cheerless dirge—because 
eventually she’s bound to find out about 


Ocal" 


coated by a process that safeguards hands and clothing from smudges 
and smears! And ‘Ocoat’ insures sharp, 
clear copies on long runs, too! 


Ask your boss or purchasing agent to 
get some free samples of "protect-o coat A 
available in flat sheets or master unit . veen 

forms—plain or pre-printed. RIBBON & CARBON CO., Inc. 


Manufocturers of: INKED RIBBONS, CARBON PAPERS, MASTER UNITS, CARBONIZED ROLLS, SPIRIT and HECTOGRAPH DUPLICATING CARBONS 
FACTORIES: Brooklyn, New York * Chicago, lilinois + Atlanta, Georgia 
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for the“up and coming” young men in your office... 
“Finger-Lift” 
Executive Chairs 


PAA 


The COSCO “Finger-Lift”? Executive 
Chair brings true custom-built comfort, 
convenience, and styling into your office 
... and at prices which only COSCO’s 
mass-production facilities could 
make possible! 

Six easy adjustments made without 
tools—more than any other comparable 
chair—fit this COSCO chair to the indi- 
vidual’s own physique, his own work 
habits, and his own ideas of comfort... 
he works comfortably, efficiently, in 
“*his”’ chair. 

Tubular steel construction; all-steel, 
saddle-shaped seat, cushioned with foam 
rubber latex. Seat, backrest and armrests 
upholstered in ‘‘Fabrilite” —green, brown, 
maroon, or gray. Bonderized, baked-on 
enamel finish in gray, brown, or green, 
or chromium finish. At leading office fur- 
niture stores. Ask for a demonstration. 


HAMILTON MANUFACTURING CORPORATION 
COLUMBUS, INDIANA 


Also makers of famous 
COSCO Household Stools, Chairs and Utility Tables 


Model 17-A COSCO 
"“Finger-Lift’ Execu- 
tive Chair, $48.45 
($50.95*). Also avail- 
able without arms 
(Model 17-T) $43.25 
($45.25*). 


AUPE 





co, Ka T II \ 1 
Say | WS | 


¢G & 


Also—COSCO “Finger- 
Lift” Secretarial Chairs 
with fixed back, $29.95 
($31.25*). With spring 
back $31.95 ($33.45*). 


*Price for Florida, Texas and Western states. 


Office 
Chairs 


Good seating . . . in good taste 
ee «Is good business 


Also—COSCO “Form- 
Fit’’ Side Chairs, with 
arms, $29.25 ($30.55*). 
Without arms $23.95 
($25.25*). 
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So Fast Only A Stroboscopic Photo 
Can Show the Clary Doing Your Work 


HAND-SPAN KEYBOARD with an 
extra add bar at the bottom lets 
you printan entire row of figures 
simultaneously—with one feather 
touch instead of four or five. Ne- 
tice the pyramid keys, they can’t 
snag your fingernails, 


cna eet 


IN ONE-THIRD OF A SECOND, faster than your eye Can see, 
the all-electric Clary figures your answer, prints it, auto- 
matically jumps the tape above the tear-off bar, clears 
the machine. The Clary adds, subtracts, multiplies and 
os } NEW ROTARY ACTION enables 
divides at the rate of 188 operations a minute, does your 
: ; , Clary to spin out answers from 
work up to 48% faster than other adding machines —and swift, quiet wheels. This makes 
does it with such simplicity you'll end a tough day the usual back-and-forth print- 
unfatigued. That’s because Clary’s new kind of keyboard ing mechanism obsolete. Test 


Clary speed, simplicity, accur- 
eliminates 75% to 80% of the hand motions. I I 
acy on your jobs today. 


| 
| 


Look for a Clary Representative 
in the phone book yellow pages. 


Cla does your work faster 
mnie of Adding Machines and Bookkeeping Cash Registers 


FREE — Helpful booklet—‘“Time, People and Equipment” is packed with management ideas. 
CLARY MULTIPLIER CORPORATION, Dept. 0-5, 408 Junipere Street, San Gabriel, California 
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JEM PO DOES (T AGAIN ( 
THE NEW 


Self- Controlled” 


“Perfectly 


The First High-Speed, Quick-drying ink 
recommended for both open and closed - 
cylinder stencil duplicators. 





Holds its place in the cylinder even at 
highest speeds. Costs no more than 
ordinary inks. Try it in your Duplicator. 


See your Tempo Dealer or Write us Direct 


OTHER FAMOUS TEMPO PRODUCTS 
Tempo Film Stencils . . . for the kind of copy you want. 
Tempo “500” Ink . . . for that press-printed finish. 


Tempo Electric Duplicator . . . Today’s most 
progressive advancement in office printing. 





Milo Harding Company 


ESTABLISHED 1904 


434 West Pico Boulevard 
Los Angeles 15, Calif. 
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with the 
TIME-SAVING 


DENOMINATOR! 


Are you still tallying customers’ orders with old-fashioned, inaccurate pencil- 
and-paper or peg board? Then why not modernize your order-taking depart- 
ment with the ingeniously designed, easy-to-operate DENOMINATOR! 


7 


Machines are made up in any number of units to meet your specific require- 
ments... One unit fits comfortably in the palm of your hand. 


Test it for accuracy...Try it for economy! For details write Dept. 6-0. 


ua Denominator Compa ny, 


261 BROADWAY NEW YORK 7, 


Manufacturers of Tabulating Machines for over 35 years 
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extra time-saving at 
no extra cost... 


MERCURY 
PRODUCTS 





MERCURY-LITH ROLLERS AND BLANKETS 
for Multilith printing machines 


MERCURY-GRAPH ROLLERS 
for Multigraph duplicating machines 


—— 
You can adjust your press for quality 
reproduction in half the time when 
you use these more accurate accessories! 
And they wash up more quickly—-so they 
really are big time-savers. See for yourself. 
Order a set the first chance you get. 


RAPID ROLLER CO. 


D. M, RAPPORT, Pres, Federal of 26th CHICAGO 16 
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For construction features that attract customers 
let’s bring up “REINFORCEMENTS” 


Users of metal office furniture have a right 
to expect efficiency, comfort, economy and 
eye-appeal . . . and they get them all by 
insisting on INVINCIBLE. But Invincible 
also assures the all-important factors of 
STRENGTH and DURABILITY, through 
extra rugged construction as shown in the 
drawing at the right. Note how a 30” desk 
top is reinforced by 3 big box channels plus 
the 2 angle rims at the edges for a total of 
5 supporting members. A 36” top has 5 box 
channels and 2 angle rims for a total of 7 
sturdy supports. Each desk slide also has a 
rugged box channel support. Each desk 
island has 2-supporting box channels which 
combine the strength of the island inter- 


members with the vertical reinforcements 
shown at the side of the pedestal. Because 
these reinforcements are placed on both sides ( 
of each pedestal, any shocks resulting from 
dropping or rough handling are absorbed 


through the entire framework of the desk. 

For detailed information on other distinctive Commercial Office Equipment 
features which convince users that Invincible “FOR BETTER BUSINESS LIVING” 
equipment is a wise investment “for better 

business living’’—write the factory direct. 


INVINCIBLE METAL FURNITURE CO. @ MANITOWOC, WISCONSIN 














SMEAD’S TELL-1-VISION SYSTEM 


EG. vB. PAT OFFICE 


READS LIKE A 800K 
LEFT TO RIGHT- 
GROWS AS NEEDED 


~ 








SMEADS P 
TELL-LVISION 


By using Smead's Tell-!-Vision filing system, you can 
reduce filing time. The alphabeticol-color signal 
system for finding — and the numericol-color signal 
system for replacing — moke filing easy, fast, and 


cient Colorful Plastie Jabs 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 

















Those Who WRITE May READ 


KEE LOX TIMELY CARBON 


For Those Who Need Many Copies. 
THE MOST PERFECT CARBON OF 1952. 


20) Copies 
At One 
Writing 

All Clean 


Not a Smear 
or Rollmark 


Automatically col- 
lated (ready for the 
typewriter) the car- 
bon between the 
manifold sheets in 
the Kee Lox patented 
Kopy Aligner Collat- 
ing Device and Box 
combined 





Very Easy 
to Use 


Why use disagreeable systems when 
you can make up to 20 or more perfect copies 
easily and quickly on your own typewriter? 


SAVE TIME—SAVE ANNOYANCE—SAVE MONEY 


FILL IN THE COUPON AND PROVE IT—FREE!—IN YOUR OWN OFFICE. 


We will send free to any Purchasing Agent, Office Manager or Secretary, 
25 sheets of this famous 20-Copy Carbon, in your size, in a Kopy Aligner 
patented Collating Box. Write on your letterhead, please. 





KEE LOX MFG. CO., Rochester 1, N. Y. 
Please send Free Samples and Box as above to: 





MAIL 
TODAY, 
THANKS. 


ADDRESS 
We use [] Electric (] Standard [) Noiseless. 
copies at a time. 








a ee ee ee 
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ONLY YOU KNOW ro — 
OWN SECRET vil ii 
COMBINATION 


Three letter drawers — ball 
bearing, compressor, non 
suspension. Strong combina- 
tion lock. Safety vault. Sta- 
tionery supply storage sec- 
tion — welded shelf. Comes 
complete with lock and keys 
on storage door. 











Secret 9 
Oviside Dim. | «  -sien|Section 


HEIGHT | 40° | 121/,) 23° 
WIDTH | 27° | 111/71 111/," 
DEPTH | 16"| 16" | 16° 


HEAVYWEIGHT 105 LBS. SHIP. WT. 
B2-C (LEGAL SIZE) ALL DIM. AS 
ABOVE, EXCEPT WIDTH, 30”. 

AVAILABLE IN GREEN OR GREY, 
INDICATE COLOR. PLUNGER LOCK 
FOR ALL DRAWERS, $9.90 EXTRA, 




















ONLY 








CB2C—LEGAL SIZE $52.95 


“PRICES 20% HIGHER ON WEST COAST 
AVAILABLE FOR IMMEDIATE DELIVERY 


63 7 ¥.;.- S$. GQ.° 
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The only printing calculator having a separate 
multiplication keyboard . . . with unique automatic 
short-cut multiplication. The printed tape is permanent 
evidence of all calculations, including credit 

balance. Total capacity 999,999,999.99, 


fully automatic 


a 7 
G : 4 VW e t t 4 Printing Calculator 


Olivetti Corporation of America, 580 Fifth Avenue, New York 36. 
Over 300 sales and service points throughout the United States. 








Hlean Write 


STENCIL 
The New Shade of Emerald 


GREEN 


that can't be matched! 


Nothing can 

touch it for 
non-glare 

ond perfect 
visibility 


FRANKEL MANUFACTURING CO. 
1720 Arapahoe St., Denver, Colorado, U.S.A. 


Please rush somples of your new Emerald Green stencil. 


Ship to: Name 





State 





Street address 





eae ni rie dita 


1 an ewan aw aw ewe een ew es ewes ewan wea 


a 


rg | @«r 


COL) 
Manufacturing Co. 


ESTABLISHED 1906 


45 years of 
manufacturing know-how 


The Home of the Crystal Stencil — 
The Original Film Stencil Since 1930 


DENVER, COLORADO 


In New York City, contact 
CRYSTAL COPY CORPORATION 
23 West 23rd Street 
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ADVERTISING 


Does your office THAT WORKS 


“talk the same language” ? for Security Dealers 


Have you seen these ads? 

They will be seen some 4,700,000 
times in 1952 . . . seenby 

the people who buy and 

the people who influence 

the purchasing of office equipment. 
Here is effective advertising 

at work for Security Steel 
Equipment Dealers.nation-wide. 





THe Orrice—May, 1952 








sim "6 conmomsiow “Sera wosnasues zszt “OY QNVISINI INISO1D-313S 


PPy-240D 














dn eBuods ($80]201S PUD [221$) *AQUOW JIWOS JJaSINOA 
©14-40A0-0N opouein ayeuT 0} 39S 1323 pue Aepo) Japslo InOA [IEP ‘spre 
ayo Surars-AauowW pur-3Ww) “Uae YIsnqduag 

jO JUIT 3313U9 JYI ¥YIOIS OF JWI} JY) SI MON 
‘ayquiyoid ATysiy puv isey st 
yaaourny °*939 ‘sped Avydsip ‘ssan0;q ‘sJepNIIID — 
aZsvy> JO 3a3j spre sayes Ajddns osye ay “[]AS 01 Asva 

way) ayeW ZuipAJs JAIeINI pUe USIsap puNog 
oe eg wenn ‘uly Yosnqsuag ay) dn ayeus 
en 00} 3JOUI pur Spre asay? [TY ‘Syood pur sdojeIw> Joj 
yPey-eIVy Ainp-Aavapy “ysapesayy SulAvs-aw1 | “paau 
Aue 39 0} SJauUaIsIOW jo au] aaTdWoOD y “SuNIIM 
ssapsoya ‘Asva JOJ Sjas ySap Uag-IpuryY pNyNnvsq 
pue sjas uad ulejunoy ysap 2IGePNAd9d “IN 


THe Orrice—May, 1952 


Jouajsiow 
i>°P] 


49§ Ueg UsOjuNOY ys0g 
®19°PN3d°d 


4295 480q UuedipuDyH 
sauessiow uo y-Asnjj1do> 
yrnoyuns 





Na 


MODEL - 
ROTARY STENCIL | 


Ue 


PRINTS POST-CARD TO LEGAL SIZE! 


AT LAST! A full-size, easy-to-use duplicator . 
priced amazingly low for volume sales. This fast- 
selling “over-the-counter” unit requires no serv- 
icing—superior design and precision manufacture 
insure trouble-free operation. 

OPENS UP a whole new market for vou! Thou- 
sands of prospects who could not previously afford 
a high-quality duplicator can now own this sensa- 
tional new PRINT-O-MATIC! 

“Tailor-made” to fit the needs—and budgets of 
every type of business and organization. 


WORLD'S BIGGEST 
LITTLE MONEY-MAKER! 


Pale “ATG 


CARD-SIZE 
DUPLICATOR © IMPROVED! 


EVERY BUSINESS will find hun- DO YOU HAVE your 
dreds of money-making uses for eye-stepping new 
this handy card printer! Prints Model A-2 Counter Dis- 
3°x5” file cards, U.S. Government 6:00 en? wie es 
Post Cards, others up to 4”x6” !®v eae ene 
Produces over 2,000 sharp, clean once for this attractive 
copies per hour! soles cid! 


@ NEW! 
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‘GREATEST FULL-SIZE 
DUPLICATOR VALUE 
"EVER OFFERED! 





RETAIL PRICE 


*56.00 


COMPLETE WITH introductor 

ply of instant-drying IMP 

m k ond IMPRESS 
cally Sealed Ster 


PACKED WITH FEATURES USUALLY 
FOUND ONLY IN MACHINES SELLING 
FOR TWICE THIS PRICE OR MORE! 


@ SEMI-AUTOMATIC “inside Inking’ puts ink exactly 
where needed. 

@ COVERED CYLINDER prevents drum drip, protects 
against dirt and dust. 

@ STREAMLINED DESIGN, rugged construction for beauty 
ond long service. 

@ EASY ADJUSTMENT—prints on ony size sheet, post- 
card to legal size. 

@ SNAP-ON FEED ARM—c PRINT-O-MATIC exclusive! 
Lifts off while loading. 

@ COUNTERBALANCED DRUM provides smooth, fost 
action. 

@ ONE-AT-A-TIME Automatic Feeding insures accurote 
register, no waste. 

@ COMPACT, PORTABLE for eosy storing and carrying. 


SENSATIONAL POINT-OF-PURCHASE 
DEMONSTRATION OFFER! 


YOU CAN OWN a demonstrator model 4-A at abso- 
lutely no cost to youl Fully inked on-the-spot demon- 
strations moke selling easy. Write for full details! 


The PRINT-0-MATIC Co., inc. 


Merchandise Mart @ Chicage 54, lilinois 


Pioneers in New ond Better Stencil Dupliceting Equipment 
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The Brand 
Wa hrery Demand 


Read How FLAGSHIP’S Patented Metallic Back Helps 
You Hold Your Inventory Down... Push Profits Up! 


If trying to satisfy the many different demands, tastes and whims of carbon paper 
purchasers has saddled you with an inventory overfat with different brands, wade 
and finishes — you'll want to read every word of this. But we'll tell you right away — 
you can solve all your problems with one line— metallic back Flagship. Like Topsy, 
most stocks of carbon paper just grow. First, a basic stock. Then special numbers for 
special customers. Then new items as they come out. Then this, then that. Today, for 
every carbon paper number a fellow can sell, the chances are he’s carrying two no- 
body —even in his own organization— understands or wants! Dead stock piles up: . . 
and dead dollars that could be pulling profits in other merchandise. But that can never 
be the picture when you carry Flagship. Because of its patented metallic back and 
scientific carbon balance you can actually sell more carbon paper and realize bigger 
profits with less stock! Here’s why: 








With Flagship you don't have to load up with “‘fringe"’ weights and intensities. Flagship is 
so ingeniously constructed, inked and finished that a few numbers do all the jobs there are! 


The simplified Flagship line is easier for your sales staff to explain and sell. And the 
8 | crisp, metallic back — looks, feels and is clearly superior — gives your people something new 
and tangible to talk about! 


When your customers need more carbon paper they'll come back to you for easily recog- 
nized, easily remembered Flagship! 
Quite a story? There's plenty more to it—other ways that Flagship speeds turnover, 
widens profit margins, gets new business and steady repeats. A postcard or letter 
today will bring you the whole eye-opening array of facts. 


CARBON AND RIBBON MANUFACTURING CORPORATION 
ALLIE General Offices and Factory: 165 Duane Street, New York 13 
Western Office & Warehouse: 1629 So. B’way, Los Angeles 15 
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I WAS GOING TO TELL BILL HE HAD LOST THE ORDER 


When I walked into Bill's office to return his designs, I had just about 
decided to give the business to his competitor. While we talked I did 
some looking around. Pretty soon we were shaking hands on the 
contract... and I felt I'd been smart to give the job to his company. 

Afterwards, I asked myself: what sold me? 

The facts and figures were right of course—but the competition's 
quotations were right too. I believe what really clinched the deal was 
the atmosphere of Bill's office—the air of competence and efficiency. 
It looked well organized—like a place where a job would be done well. 

“Y and E” equipment is both attractive and efficient. It helps you 
sell yourself... get the order. . . and get things done. 

“Y and E” offices are designed for success. 








MARK OF SUCCESS 





1020 JAY STREET « ROCHESTER 3, N.Y., U.S.A. 
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REEVES 


makes the 
fabrics that 


make quality 


IMPORTED — 
DOMESTIC 


You can be sure that Reeves tapes, cut and 

edged by skilled craftsmen, absorb more ink, make a 
clearer impression and last longer. For quality 
ribbon fabrics—specify Reeves. 


Sole Export Agents: 

Pagel, Horton & Co., Inc. 
347 Madison Avenue / 
New York 17, New York 


Cutting Factory 

and Warehouse: 

3820 West 68th Street 
New York 23, New York 


REEVES BROTHERS INC. 
W. Harris Thurston Division, 54 Worth St., New York 13, N.Y. 
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BNOW.... 
1 machine’ 


for forms 
flesign....! 


RULES FORMS AND LEADER LINES AND COMPOSES TYPE AT THE SAME TIME | 


; 


@ If you’ve ever paid an engraving bill 

for forms...here’s a SAVINGS that will astound you. 
If you’ve ever struggled to rule up a form by 

hand for mimeo, litho or hecto...here’s a SIMPLICITY 
that will amaze you. If you’ve ever had to put 

up with indifferent and amateurish results in forms 
reproduction...here’s a ‘‘FINISH’’ you can’t tell 
from a professional wax plate job. The Coxhead 
Forms Design Machine will not only rule up forms 
and leader lines but will give you typography, 
too...clean professional typography (such as you are 
now reading) with instantly changeable faces in 
ane all styles and sizes. You ‘‘type-in™ the 
DASH LINES AND TYPE, TOO reading matter while you rule the form. 


RULE UP ANY FORM BY PUSH-BUTTON...AND ‘SET* THE 
TYPE, AT THE SAME TIME,,. LIKE THE TYPE IN THIS *AD’ 


No matter how complex or how simple your forms désign 
may be the DSJ will do it, accurately and professionally. 
The job you unroll from the Forms Design Machine is 
ready for any reproduction method. 


MADE BY THE MANUFACTURERS OF ari-l per 


@eeeeeeaeaeeveeoeeeeeveev ever eevee ee 


RALPH C. COXHEAD CORP. a 
720 Frelinghuysen Avenue, Nework 5, N. J. 


Please send me Vari-typer Booklet No. A75 
NAME 





COMPANY. 
ADDRESS CITY. STATE. 











New money-saving way to post accounts receivable 


It’s the McBee Ledger Poster, devel- 
oped by the makers of modern, sim- 
plified record-keeping systems like 
Keysort and Unit Analysis 

With the Ledger Poster, your state- 
ments can’t go haywire (and draw 
snarls from customers), invoice figures 
can’t get posted improperly on journal 
or ledger, wrong amounts can’t be 
transposed or figures miscopied. 


in a single writing, amounts are en- 


tered on three records: a) the state- 
ment itself, b) the accounts receivable 
journal and c) the permanent accounts 
receivable ledger. Specially trained op- 
erators are not necessary. Forms are 
specially designed to fit your require- 
ments . 


An exclusive McBee feature permits 
easy insertion of ledger cards, makes 
the Ledger Poster easy to operate 
quickly and accurately. 


is all you pay for the McBee 
Ledger Poster. Forms, in stock or 


THE McBEE COMPANY 


Posting accounts payable is also easier 
and surer with the McBee Ledger 
Poster. 


The McBee representative near you 
can quickly demonstrate the advan- 
tages of this modern, flexible way to 
speed paper work . . . a system already 
being adopted by hundreds of firms in 
every kind of business 


Ask him to drop in. Or mail the 
coupon below. 


$6950 


295 Madison Avenue, New York 17, New York 


Please rush me free brochure explaining the 
McBee Ledger Poster and Payroll Poster. 


printed to your order, are extra. 


ee 


OO 


THE McBEE COMPANY 


Sole Manufacturer of Keysort — The Marginally Punched Card 
295 Madison Ave., New York 17, N. Y. Offices in principal cities 
The McBee Company, Lid., 11 Bermondsey Road. Toronto 13, Ont. 


Address_ 








City 
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Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


Sper Quit 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


CUSTOM 
ADDING 
MACHINE 


» 


Revolutionary Design Reduces Noise 54%* 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 
See Exhibit NOMA SHOW—San Francisco 
*Based on scientifically controlled tests, 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World's Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


INVEST IN 


Name .... 


PD DP DP PP OP OF OF OP OE OS OF OO 8 OS SS BSS OOS OOOO 2l222824 


Victor Adding Machine Co., Chicago 18, Ill, Dept. OM-552 
Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 





VIGOR 


Company Name .. 





34 YEARS OF Address 








QUALITY RECOGNITION 


THE WORLD OVER ken. 


State cae 





Se ee ce ee ome ne ne me 
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§ You, too, will find “Sta-Clean” Spirit Carbons and Master Units* turn 
) out better work on any duplicating machine. You get clean, sharp 
| impressions, longer runs, complete freedom from staining, bleeding 
| and offset. No soiling of hands or clothing, thanks to our protective 
' metallic coating and Gold Sealed edges. 


Remember, Rose specializes exclusively in Duplicating Carbons and 
Master Units. Rose research means dependable laboratory-tested products 
which have repeatedly established new performance standards in the 
field of spirit duplication. 


You follow the leader—when you specify “ROSE” 
* Available in Black, Blue, Purple, Red and Green 


R4S35SE RIBBON & CARBON 
bd MANUFACTURING CO., INC. 


GENERAL OFFICES AND FACTORY .- .- - HARRISON, N. J. 
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BATES STAPLE 
REMOVER AND PUNCH 
Instantly removes any staple. 
Punches a hole up to 

@ thickness of 

eight pieces of paper. 
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’ That's why it’s first choice 
for safety, strength—for efficiency, economy 


If you’re looking for a 
stand to safely hold and 
protect your costly office 
machines, buy Tiffany. 
You'll find Tiffany stands 
every test...it’s the one 
stand that is precision- 
built to provide a safe 
foundation for practi- 
cally every type and 
kind of portable office 
machine. 

A Tiffany Stand, with its 
many safe, silent, strong 
features, lasts longer... 
actually costs less per 
year of service. 


“S-Biller” 


At Better Stores... 
POPLAR BLUFF, MISSOURI Write for Literature 
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Here’s How 
To Cut Pencil 
Costs 


IN HALF 


Find out why daily, more and more cost-conscious busi- 
ness firms are adopting ‘‘Autopoint”’ Pencils for organ- 
ization use...the famous pencils with “Grip-Tite” 

Tips that won't let leads wobble,turn or fall out. 


By equipping employees with ‘“Auto- 


point” Pencils, many cut their pencil costs 
IN HALF! And they get a cost-cutting 
bonus of pencil sharpening time 
saved, greater efficiency, trouble- 

free writing. Why don’t you 

save this kind of money? 

Send for free booklet 

showing full line of 

“Autopoint” Pen- 

cils, with low 

quantity 

prices. 


No. 8 
Double End 
Pencil 


Has finger grips colored to 

indicate color of lead: red, blue, 
green, purple, yellow or black. 
Available in the same style for both 


Utility Pencil 
Has harmonizing clip, 
eraser ferrule and tip in sil- 
vonite finish. Available in the 
same style for both standard and 
“Real Thin” leads. 


MAIL COUPON FOR FREE BOOKLET 
AND LOW QUANTITY PRICES 
“Autopoint” and "Real Thin” are trademarks of 
Autopoint Company, Chicago. 
arhaeteabeutentententenienteetententetentantan | 


AUTOPOINT COMPANY, Dept. 0-5 | 
1801 Foster Ave., Chicago 40, Illinois 

Please send me free BOOKLET xiving quan- | 
tity prices on “Autopoint” Better Pencils for | 
Organization use. 

O Check here to have representative call. | 


EA ene Rees Re a De Loe en a Se | 
Company___ | 
Pesttien___. | 
Street Address___ “ | 
a l 


Zone____ State. - 


cnanesemanemanell 
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Only the 
National 
EKeloubetommertchelenbels 


has all 8 


* 


money-saving features.. 


2. SUBTRACTIONS IN RED 


5. LARGE ANSWER DIALS 


G. casy-rouen KEY ACTION 


3. AUTOMATIC CREDIT BALANCE 


4. AUTOMATIC SPACE-UP OF TAPE 


7. stain-sTEP, visiBLe KEYBOARD =. RUGGED DUTY CONSTRUCTION. 


...and Cfalional combines these 8 features on one machine: ' 


On average listings these 8 features, 
combined, save hundreds of motions 
every hour. 

The more of these features a machine 
has, the more time and effort will be 
saved every hour the machine is in use. 
Isn't it reasonable, then, to get the 


only adding machine that combines 
all 8 features — the National? Call 
the local National factory branch, or 
dealer, for a demonstration on your 
own work. Models and prices to fit 
your needs. (There’s no obligation 
to buy.) 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 


Don't miss NCR's booth at the NOMA Conference 
San Francisco, May 19-22 
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Hold on a second—I've got it right here! 


\Here’s one executive who isn’t caught 
‘without the facts when something big is 
‘in the making. He’s taking no chances on 
missing a sale or damaging customer re- 
ations because of delay in locating cor- 
Tespondence or other records. 


That’s why he likes his new Shaw- Walker 
filing system. For it has been “time-engi- 
Reered” to assure split-second finding. 

Ever since 1899 Shaw-Walker has been 


@re automatically classified as 
to importance... top-ranking 
Customers, active correspond- 
@nts and infrequent corres- 
pondents. 


Mistake-proof guide headings 
eliminate figuring and guessing. 


helping American business by simplifying 
office work. This experience is yours for 
the asking—to speed your record keeping 
or to time-economize every office operation. 


Shaw-Walker makes everything for the 
office — except machines—chairs; desks, 
Fire-Files, filing cabinets, loose-leaf and 
payroll equipment—each “time-engineered” 
to help make the most of every minute, 
every working day. 


Positive control over all papers 
out-of-file, and simple automatic 
follow-up of letters in file. 


This is only one of Shaw-Walker’s 
eight “time-engineered” finding 
_-—™ systems for records of any kind, 
whether in one drawer or -1,000. 


Ware The booklet, ‘Time and Office Work.”’ is packed with ideas for stretching 
Wor FREE office time. i 


A wealth of information on “‘time- 
equipment. 
today on business letterhead to: Shaw-Wa 


tems and 


COLT 


“Buk Likes 
ycraper 


GHAW-WALKER 


ineered’”’ office sys- 
36 pages! Many color illustrations! Write 
Iker, Muskegon 40, Michigan 


Executive Offices at Muskegon, Michigan 
Branches and Dealers in All Principal Cities 
Largest Exclusive Makers of Office Furniture 





and Filing Equipment in the Werld 





KENNETH £. GOODWIN 
Schulhof Award Winner 


DECHARD A. HULCY 
Fellow of NOMA 


CHARLES O. LIBBEY 
Leffingwell Medalist 


HUGH A. WICHERT 
Schulhof Award Winner 


33rd Annual NOMA Conference 
And Equipment Exposition in 
San Francisco, May 18 to 22 


of the National Office Management 

Assn. will open at the Fairmont 
Hotel in San Francisco with the annual 
chapter presidents’ dinner on Sunday 
evening, May 18. “The program,” which 
commences the following morning, “is a 
practical one,” according to Emma Lee, 
NOMA’s chairman of conferences and 
expositions. “It is aimed at covering 
the vital problems facing office manage- 
ment in these hectic times. Cost of at- 
tending will be more than repaid to 
each delegate through dividends in the 
form of knowledge, ideas and new atti- 
tudes. These benefits, supplemented by 
the joy of good fellowship and the 
chance for a trip to colorful San Fran- 
cisco, add up to an opportunity which 
no NOMA member ean afford to miss.” 

As usual, NOMA will hold its annual 
exposition of office machinery and 
equipment concurrently with the con- 
ference and this year the All Purpose 
Business Show will be open in the Civie 
Auditorium from 1 p.m. on Monday, 
May 19, until 10 p.m. on Thursday, 


T:. 33rd International Conference 
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May 22. Over one hundred manufac- 
turers and distributors of office equip- 
ment and supplies have leased space. 
Cooperating in the conduct of the ex- 
hibit will be the Office Equipment Man- 
ufacturers Institute, Metal Business 
Equipment Industry and Wood Office 
Furniture Institute. 

Many of the topics on the conference 
program will cover the office executive’s 
personal obligations—to his employer 
and his employees within his company, 
and to his fellowmen outside his place 
of business. One of these sessions, that 
of his obligations to employees, will con- 
sist of two concurrent meetings — one 
for small offices and one for large of- 
fices. Speakers will come from not only 
this country but from Canada and 
Sweden, as well as from Hawaii. From 
Canada there will be Oliver M. Prentice, 
secretary -treasurer and director for 
Island Tug & Barge Ltd. From Swe- 
den there will be Hjolmar P. Mar- 
kelius, director of Ericeson, Inc. From 
Hawaii, Robert A. Obrock, office man- 
ager and assistant treasurer of Ha- 
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NOMA CONFERENCE 


MONDAY MORNING, MAY 19 


Chairman: Emma Lee, Johns-Manville Sales Corp., San Francisco 


WHAT IS AMERICA’S OBJECTIVE? 
WALTER M. CASEY, Economist, Beaumont, Texas. 


BUSINESS MEETING 
DR. R. P. BRECHT, University of Pennsylvania, Philadelphia. 
MONDAY AFTERNOON, MAY 19 
Chairman: R. G. Sinn, Detroit Edison Co. 


THE OFFICE EXECUTIVE'S OBLIGATION TO HIS EMPLOYER AND TOP 
MANAGEMENT 
J. HOUSTON BARNES, Standard Hosiery Mills, Burlington, N.C. 


METHODS, MACHINES AND FORM DESIGN & CONTROL 


PANEL: Chairman, Tom Sherwood, B. C. Telephone Co., Vancouver; Moderator, Kermit 

Crawley, Stephens College, Columbia, Mo.; R. A. Burkholder, Pend/eton Woolen Mills, 

Portland, Ore.; Arthur H. Gager, NOMA, Philadelphia; George R. Carman, Lockheed 
Aircraft Corp., Burbank, Calif. 


TUESDAY MORNING, MAY 20 
Chairman: J. R. Keefer, Appliance Wholesalers, Portland, Ore. 


THE OFFICE EXECUTIVE’S OBLIGATION TO HIS EMPLOYEES 
(Small Office) 


ROBERT A. OBROCK, Howaiian Dredging Co., Honolulu. 





Chairman: J. C. Hodges, Canadian National Railways, Montreal. 


THE OFFICE EXECUTIVE’S OBLIGATION TO HIS EMPLOYEES 
(Large Office) 


C. A. STILLWAGEN, Ryan Aeronautical Co., San Diego. 
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waiian Dredging Co. There will be a 
panel discussion of office methods, ma- 
chines, and forms design and control 


advisor, writer and humorist. A_ top- 
notch speaker, he is owner and oper- 
ator of the Crosby Hotel in Beaumont, 


on Monday afternoon. 

The keynote speaker, Walter M. 
Casey, has quite a biography: entrepre- 
neur, industrialist, civic leader, sales- 
man, educator, realtor, governmental 
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Texas; president of the Sabine Ice Co. 
and assistant to the president of Beau- 
mont Rice Mills. He was a sales ex- 
ecutive with Ford Motor Co. for 12 
years, and he recently returned from 
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TUESDAY AFTERNOON, MAY 20 


Chairman: G. O. Bengston, Associated Hospital Service of Arizona, Phoenix. 


THE OFFICE EXECUTIVE’S OBLIGATION WITHIN HIS OWN COMPANY 
HAROLD M. STEWART, California Packing Corp., San Francisco. 
Chairman: T. R. Humphries, Alberta Wheat Pool, Calgary. 

THE OFFICE EXECUTIVE’S OBLIGATION OUTSIDE OF HIS COMPANY 
OLIVER M. PRENTICE, Island Tug & Barge, Ltd., Victoria. 


TUESDAY EVENING, MAY 20 


Chairman: J. B. Andrews, Carnation Co., Seattle. 


ANNUAL BANQUET 
HJOLMAR P. MARKELIUS, Ericcson, Inc., Stockholm. 


WEDNESDAY MORNING, MAY 21 


Chairman: F. D. Hurt, W. A. Alexander & Co., Chicago. 


THE OBLIGATIONS OF THE OFFICE EXECUTIVE AS A CITIZEN 
DR. R. P. BRECHT, University of Pennsylvania, Philadelphia. 


ANNUAL LUNCHEON 
Chairman: J. B. Andrews, Carnation Co. Seattle. 


a tour of eight European countries. His 
subject at the NOMA conference will 


Objective: 


9? 


be, “What Is America’s 
Freedom or International Peace 

The annual NOMA awards to be pre- 
sented this year will be the Leffingwell 
Medal to Charles O. Libbey, head, office 
methods staff, Tennessee Valley Auth- 
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Chairman: H. B. Harrison, Kenneth H. Ripnen Co., New York. 


THE OFFICE EXECUTIVE’S OBLIGATIONS—HUMAN RELATIONS 
DR. THEODORE J. BARNOWE, University of Washington, Seattle. 


Lee zweae See See Se eee eeeeeuseeeseseesas SSS SS SSS CSS SSF SSB SSS enananaanaa 


ority, Chattanooga. Dechard Anderson 
Hulcy, president, Lone Star Gas Co., 
Dallas, will receive the NOMA Fellow- 
ship. The Schulhof Awards will go to 
Hugh A. Wichert, Ruthrauff & Ryan, 
Inec., Chicago, and Kenneth E. Goodwin, 
Egry Register Co., Toledo. Their win- 
ning papers will be published in com- 
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Two-million-dollar Civic Auditorium in San Francisco. 


NOMA’s Annual Office Machinery and 
Equipment Exposition 


Acme Visible Records, Inc. 
Addressograph-Multigraph Corp. 
Alma Desk Co. 

Art Metal Construction Co 
Bankers Box Co. 

Charles Bruning Co 

Burroughs Adding Machine Co. 
Chart-Pak, Inc. 

Clary Multiplier Corp. 

Clemco Desk Mfg. Co 


Columbia Ribbon & Carbon Mfg. Co. 


Commercial Controls Corp. 
Ralph C. Coxhead Corp. 
Cramer Posture Chair Co. 
Cummins-Chicago Corp. 

A. B. Dick Co. 

Dictaphone Corp. 

Diebold, Inc. 

Ditto, Inc. 

DoMore Chair Co. 

Thomas A. Edison, Inc. 

Elliott Addressing Machine Co. 
Esterbrook Pen Co. 

Evans Specialty Co. 

Executone, Inc. 

Felt & Tarrant Mfg. Co. 

Friden Calculating Machine Co 
General! Fireproofing Co. 
Globe-Wernicke Co. 

Gray Manufacturing Co. 
Charles R. Hadley %. 

Haloid Co. 

Harter Corp. 

High Point Bending & Chair Co. 
Huntington Chair Corp 
Imperial Desk Co. 

Indiana Desk Co. 


International Business Machines Corp. 


Jasper Chair Co. 

Jasper Desk Co. 

Jasper Office Furniture Co. 
Jasper Seating Co. 

LeFebure Corp. 

The Leopold Co. 

Loomis Armored Car Service 
Luxo Lamp Corp. 

T. R. Mantes Co. 


Marchant Calculating Machine Co. 
Marr Duplicator Corp. 

Master Addresser Co. 

Master Craft 

McBee Co. 

Metal Office Furniture Co. 
Minnesota Mining & Mfg. Co. 
Monroe Calculating Machine Co. 
Moore Business Forms, Inc. 

Mosler Safe Co. 

Myrtle Desk Co. 

National Blank Book Co. 

National Cash Register Co. 
National Office Management Assn. 
New Indiana Chair Co. 

THE OFFICE 

Office Management and Equipment 
Olivetti Corp. of America 


Ozalid, Div. General Aniline & Film Corp. 


Peirce Wire Recorder Corp. 
Permoflux Corp. 

Pitney Bowes, Inc. 

Polychrome Pacific Corp. 
Remington Rand, Inc. 

Rex Rotary 

Rite-Line Corp. 
Rockwell-Barnes Co. 

Royal Typewriter 

Security Steel Equipment Corp. 
Shaw-Walker 

N. T. Shepherd Chair Co. 

The Sikes Co. 

SoundScriber Corp. 
Specialized Office Equipment Co. 
Standard Manifold Co. 

Sunset McKee Co. 
TelAutograph Corp. 

Thomas Mechanical Collator Corp. 
Tiffany Stand Co. 

Todd Co. 

Underwood Corp. 

Victor Adding Machine Co. 
Visirecord, Inc. 

Wassell Organization 
Wheeldex Mfg. Corp. 

Frank E. Wilber Co. 

Wood Office Furniture Institute 
Yawman & Erbe Mfg. Co. 


Es 
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ing issues of Tue OFFICE. 

To give delegates from eastern chap- 
ters the benefit of reduced travel rates, 
as well as a colorful trip to and trom 
the conference, special rail tours have 
been arranged by NOMA. One tour 
has been planned for travel to the con- 
ference with a choice of two tours for 
the return trip. On May 13, the 
“NOMA Special” will be made up in 
Chicago, composed of Pullman cars 
bringing members from east of there. 
En route to San Francisco the train 
will stop at the Grand Canyon, Yose- 
mite National Park and other famous 
parts of the west. On the return trip, 
one group will take a northern route, 
through Victoria, Vancouver, Lake 
Louise and Banff. Another group will 
take the southern route and_ pass 
through Salt Lake City, the Royal 
Gorge and Colorado Springs. 

Many feature events will supplement 
the conference technical sessions and 
exposition displays. The day before the 
formal opening, Sunday, May 18, will 
be set aside as Association Day, devoted 
especially to the interests of chapter 
officers and committeemen, although 
other members will be invited to par- 
ticipate. National officers and directors, 
as well as the national office staff, will 
be on hand all day to diseuss NOMA 
policies and plans. The discussions will 
be of particular value to incoming chap- 
ter leaders. 

On Sunday evening, at the Chapter 
President’s Dinner, entertainment will 
feature the famous Saeramento Con- 
vention Ensemble of some of the lead- 
ing musicians and singers on the west 
coast. A unique program of entertain- 
ment will also take place during the 
conference banquet. At the annual 
luncheon, on the last day of the confer- 
enee, a drawing will be held for valu- 
able prizes. The program planned for 
ladies exclusively will inelude a_ tea, 
sightseeing tour, fashion show and spe- 
cial luncheon. Non-members can receive 
registration details from NOMA Head- 
quarters, 132 W. Chelten Ave., Phila- 
delphia 44. 


: A. B. 


F. L. Haskell, 


ident 
F. G. Macllroy, vice president 


B. W. Leonardson, Area 13 
. Vice pres 


R. Ranson, Area 12. Officers (bottom row): A. G. DeVaughn 


ident 


ioore, vice pres 


R. F. Brown, Area 2; D. F. Carrell, Area 7; W. B. Strohm, Area I! 


R. P. Brecht, president; K. W. M 
W. H. Evans, executive vice president. 


, Area 14 
: ident; 
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NOMA directors (top row): S. A. R 
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Office Hygiene 


MILTON REITZFELD 
Management Consultant, New York. 


EQUIREMENTS of a_ successful 

business organization include many 

factors. One, most important for 
cost conscious managers to consider, is 
personal health. Without complete phy- 
sical fitness of all employees, the office 
loses momentum and ability to produce 
properly. 

Physical fitness makes for efficient 
employees. Management should take all 
possible steps to control health of per- 
sonnel if they would not lose advantages 
of administrative tools developed and 
procured at much time and expense. In- 
dustrial and safety engineers have 
preached industrial hygiene and safety 
programs in the factory until today 
they are commonplace. They are just 


as necessary in the office, particularly 





Courtesy Kehler Co. 


Built-in drinking fountain in the new building 
of the First National Bank of Tulsa, Okla. 
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since health and safety hazards there 
are often ignored on the basis that the 
office does not engage in as many phy- 
sical and hazardous tasks as the fac- 
tory. This is not always so! Many fac- 
tory employees do little more than op- 
erate well protected automatic machines 
with raw material and finished parts be- 
ing transported to and from by power 
driven vehicles or conveyor belts. 

Has anyone measured the physical 
effort a file clerk expends in continu- 
ously stooping, opening and closing 
drawers; or the bookkeeper who juggles 
heavy ledgers or posting trays? There 
are certain hazards in operating a pa- 
per cutter and in carrying office equip- 
ment through busy corridors. Too many 
are sacrificing a portion of their office 
efficiency in ignoring the healthy way 
as an avenue to reduced costs through 
increased production. Perhaps that is 
why noisy and hot offices suffer a 
greater turnover of personnel than the 
quiet, air-conditioned office. No one 
wants to work in a dirty office, without 
clean restrooms and a continuous sup- 
ply of cool, clean water, ete. How far 
should management go to assure a 
healthy staff? The writer believes that 
the more accomplished for the well-be- 
ing of employees, the greater return 
management will receive in terms of im- 
proved morale, job satisfaction and pro- 
ductivity. There are certain minimums 
below which business should not go. The 
installations of a program with these 
basic requirements, the author believes, 
will result in a _ reasonably healthy, 
happy, “team.” 

Minimum prerequisites for a healthy 
office are: clean and properly arranged 
premises, adequate and clean restroom 
facilities, drinking fountains, proper 
illumination, heat, good ventilation, 
minimum noise, free medical service, 
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accident control (safety programs) and 
fatigue reduction. 

Working in a clean, orderly and at- 
tractive office brings to the employee a 
sense of well being. He or she likes to 
come to work in such a place and be 
part of the surroundings or environ- 
ment. A happy frame of mind and a 
feeling of wanting to belong is created. 
As an office deviates from such a clean, 
attractive condition, so does this frame 
of mind and sense of well being until 
a definite morale problem is created. 

Should management rush out, lease 
an expensive suite and purchase plush 
equipment? No, unless they can afford 
it and they are operating the type of 
business that will profit by such ar- 
rangements. It’s amazing what good 
paint, polishes, disinfectants, mainten- 
ance and a sound floorplan can do. Pro- 
vision should be made to paint and 
clean all walls and ceilings periodically. 
Good janitorial service is a_ must. 
Floors, desks, chairs and the surfaces 
of other furniture and equipment should 
be cleaned daily after office hours. 
Wooden floors and furniture should be 
waxed and polished periodically. Light 
fixtures and windows must be main- 
tained in meticulously clean condition 
for good lighting in addition to appear- 
ance. Spacing desks and other furni- 
ture and equipment symmetrically with 
sufficient space between one another not 
only enhances good appearance but pre- 
vents spreading of common respiratory 
diseases. Desks placed one next to an- 
other eliminate privacy and contribute 
to lost time through idle chatter. 
Nothing in this article is meant to rule 
out the important consideration of flow 
of work and availability of space. How- 
ever, management should take into con- 
sideration the welfare of the individual. 
A motley collection of odd colored, odd 
sized furniture in need of repair is an 
eyesore. Making necessary repairs and 
painting all equipment the same color 
can do much to minimize this defect. 
Personnel should be directed to keep 
desks in an orderly fashion. Scattered 
papers and supplies spoils the appear- 
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Courtesy Kohler ( 


One of the office washrooms of the First 
National Bank of Tulsa, Okla. 


ance of the most elegant office, invites 
misplaced and lost records and presents 
the hazard of a flash fire. Incoming, 
in-process and outgoing trays should 
he kept properly arranged during the 
day and removed to desk and file draw- 
ers after hours. 

No one ean work for any sustained 
period of time without attending to 
their private needs. Insufficient, in- 
adequate, dirty, ill-located toilet facili- 
ties deter prompt relief. Suffice to say 
that during such waiting periods the 
value of the worker to the organization 
is nil. Appearance, sanitation and ease 
of maintenance of toilets is realized by 
the use of materials like tile for walls, 
terrazzo for floors, steel partitions for 
water closets and enameled steel or 
vitreous china for wash basins and 
urinals. Glazed, enameled, and chro- 
mium surfaces are easy to clean, last 
longer and are more resistant to ver- 
min. In the installation of toilets, re- 
member the principle of privacy. The 
entrance should be constructed so the 
interiors cannot be seen from the out- 
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The two upper plans are compact designs for use by 50-75 office employees. The lower plan 
provides additional personal facilities for executives. These are three of the many plans in the 
Scott Washroom Advisory Service booklet published by Scott Paper Co., Chester, Pa. 
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side. Floors, walls and all fixtures 
should be serupulously cleaned daily 
with proper detergents and disinfec- 
tants. Provision for continuous disin- 
fecting and deodorizing of water closets 
and urinals should be made by instal- 
ling automatic dispensers or deodorizers. 
A toilet area is not adequate unless it 
contains proper tissue, useable soap, and 
good towels. Toilet tissue and towels 
should be of good tensile strength and 
quality, not harsh to the skin, and ab- 
sorbent. Bar or solid soap is unpleas- 
ant for public use and uneconomical. 
Liquid or granulated soap used trom 
dispensers solves this problem. Dispen- 
sers should be sturdy and discharge the 
right amount of soap. Flimsy, poorly 
made dispensers will soon leak, waste 
soap and be more expensive in the long 
run. This holds as true for towel dis- 
pensers. The common, roller type cloth 
towel should be discouraged. If cloth 
towels are to be used they should be 
issued individually to employees not 
less than once every two days. <Auto- 
matic drying machines (hot air) are 
available for those who would elimi- 
nate entirely the need for stocking 
towels. 

The location of toilets is as important 
as their number and condition. Decen- 
tralization of toilet facilities will not 
only give better personal service but 
also result in less lost time caused by 
walking to and from working areas. 
Whenever possible toilets should be lo- 
cated to preclude walking from one 
building to another particularly through 
open and uncovered areas, and travel- 
ing to another floor. 

Other items necessary for the per- 
sonal needs of employees are rooms to 
relax, eat, or play in; and lockers to 
hang outside clothing and keep personal 
articles. Restrooms should be located 
near but not next to toilets. The prin- 
ciples deseribed for the location and 
eare of toilets holds true for rest and 
locker rooms. Utilization of adequate 
size, well constructed lockers will pre- 
vent two personnel problems: 
articles of value and seattering of per- 


loss of 
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Required —— 
9 
Sanitary Fixtures 


WASH BASINS PERSONS 


1-5 

6-16 
17-25 
26-50 
51-100 


Add one wash basin for each additional 
20 persons or fraction thereof. 


WATER CLOSETS PERSONS 


l a3 1-5 
2 6-16 
3 17-30 
4 . 31-60 
a cn ae 


Add one water closet for each addi- 
tional 25 persons or fraction thereof. 


URINALS* PERSONS 
| . 1-30 


2 . 31-60 
3 


Add one urinal for each additional 35 
persons or fraction thereof. 


*For women's use, figure these as addi- 
tional water closets. 


The above table may be used as a 
guide. In some states the number of 
toilet fixtures is regulated by law. 











sonal items throughout the office. The 
use of restrooms will be discussed be- 
low. 

Continuous supply of pleasantly re- 
frigerated water is necessary. Water 
that is cool and comes from a sanitary 
fixture designed so that the lips do not 
touch any surface is always inviting. 
A variety of types of watercoolers, puri 
fiers, dispensers, ete., are available. 
Their use is dependent on the users’ lo- 








in the 
Bos- 
lava- 


restroom 
modern home office 
building of John 
Hancock Mutual Life 


Insurance Co., 


ton, showing 
tories by J. A. Zurn 
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cation, his source and type of supply of 
water. Where bubblers cannot be em- 
ployed because of water pressure, paper 
cups should be made available. The 
cost of good water per worker is usually 
so small as to make the existence of 
unsanitary, tepid water most undesir- 
able. Water fountains should be dis- 
persed in the office in a manner to avoid 
long walks and congestion. A minimum 
of 1 fountain to each 75 persons is a 
rough guide. 


The best light is that provided by na- 
ture and, when possible, location of an 
office should take into consideration the 
source of light from windows. Poor 
lighting results in eyestrain, frayed 
nerves, fatigue and loss in production. 
Because desks are not always near win- 
dows and the need for operating after 
sundown, good artificial lighting must 
be installed. Modern lighting fixtures 
and lamps make the need for daylight 
unnecessary. Eliminate direct glare 
from shiny surfaces, utilize eye-pleasing 
colors (usually a light shade of green), 
eliminate glass tops from desks, and 
control shadows by proper light fix- 
tures. Direct lighting or the use of fix- 
tures that direct light only downward 
tend to cause a maximum of glare and 
shadows. Methods of lighting which 
spread light rays both downward and 
upward are generally more satisfactory. 
Readings in footeandles at all working 
areas during various times of the day 
should be taken and checked against 
criteria available from utility companies. 
Adjustments, as necessary, should be 
made under the guidance of a competent 
lighting engineer. 

The writer cannot too 
strongly the need for continuously 
cleaning light fixtures and windows as 
well as for immediate replacement of 
burnt out or flickering bulbs or defec- 
tive starters. There is also the matter 
of correcting defective vision and is dis- 
cussed below under medical services. 


emphasize 


“Tt’s like working in a boiler fac- 
tory,” is often the complaint of the 
weary, worn out, stenographer as she 
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and her companion discuss their work 
places on the way home. If the clack- 
ing of typewriters, adding, accounting, 
and tabulating machines are distracting 
to any employee, think of the effect on 
supervisors and executives. Personnel 
who give orders, review data and make 
decisions must have a quiet work area 
to do their best. Loud noise retards 
thinking and makes accuracy difficult. 
Continuous noise has the effect of numb- 
ing the brain. Studies have been made 
which prove that efficiency (produc- 
tivity) increases as the noise level de- 
creases. 

While noise cannot be entirely elimi- 
nated it can be controlled by isolation 
and insulation. By placing noise pro- 
ducing equipment away from the rest 
of the office and enclosing it in a 
“soundproof” area, the noise level may 
be considerably reduced. The amount, 
type and method of reducing noise is 
dependent on measure and analysis. A 
unit of measurement known as a deci- 
bel is employed in an instrument known 
as an audiometer. 

Sound conditioning the entire office 
is desirable but not necessary if noisy 
equipment is isolated. Other means of 
reducing the sound level inelude pro- 
curing equipment that creates a mini- 
mum of noise, repairing noisy appa- 
ratus, and laying sound-absorbing floor 
coverings. The task of reducing noise 
is usually too technical for the average 
office manager and should be referred 
to an acoustical engineer. 

Supplying heat during the cold sea- 
sons at an average of 70° without tak- 
ing too much moisture out of the air 
is conducive to good office comfort. Too 
much heat, and air that is too dry, is 
worse than too little heat. Personnel be- 
come lethargic and non-productive in 
the presence of too much heat indoors. 
Little “picturesque nite clubs” thrive 
on a smoke-filled haze. An office re- 
quires a continuous flow of clean, fresh 
air; free from as many impurities as 
possible. Failure to achieve this means 
stagnant, foul air filled with distasteful 
odors. By opening windows from both 


73 











A ier hea il te Sie IRE OR 


top and bottom, the natural flow of air 
can be produced unless the office is situ- 
ated in an area where dirt, smoke and 
noise will come in as well. What of 
those offices located at a point too dis- 
tant from windows to be effected by 
natural circulation? Simple mechanical 
ventilation employing fans to suck in 
clean air and disperse the foul air may 
tend to alleviate such conditions. Since 
ventilation systems run the gamut from 
a simple fan to complex air condition- 
ing, this too is a matter to be referred 
to a technician. 

Whether office staff numbers 2. or 
200, the availability of free medical 
service to the staff will pay management 
many dollars in terms of productivity. 
All new applicants should be examined 
before being hired. Serious medical de- 
fects should preclude employment based 
on minimum physical standards set for 
each job description. However nothing 
herein is to be construed as being 
against hiring physically handicapped 
persons who are otherwise in rood 
health and mect minimum requirements 
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An office building 
restroom for women. 
The fixture at right 
is a Sanistand urinal 
for women designed 
by American Radia- 
tor & Standard Sani- 
tary Corp. to reduce 
restroom. mainte- 
nance costs. 


established for each job. Whenever pos- 
sible, applicants who fail to pass physi- 
cal requirements for a certain position 
should be placed in a job with lower 
physical requirements. But the estab- 
lishment of minimum physical standards 
beyond which management should not 
stray is most necessary. Disregard otf 
such policy will bring poor workman- 
ship, low production and high turnover. 

Physical entrance examinations should 
inelude the eyes and ears. Defeets in 
the hearing and eyesight of applicants 
should be corrected by glasses and hear- 
ing aids before their acceptance. The 
office operates through direetion which 
may take the form of oral or written 
orders. Consider the costly errors that 
can be made by that individual who is 
defective in vision or hearing. There 
may be some positions available where 
sight or hearing may not be require- 
ments but there are relatively few of 
these in the office. Employees returning 
from absence due to sickness should re- 
ceive a thorough physical examination. 
Allowing such personnel to return to 
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In business ‘his calls 





for a Burrou hs 


Of course it does! Burroughs adding machines come up with 
the right answers the first time. More than that, they save as 
they earn... cost but a few pennies a day to go to work for 
you... last a business lifetime. 


Let the Burroughs man help you select the 
machine that’s best for you. You'll find 
him listed in the yellow pages of your 
telephone directory. Call him today! 
Burroughs Adding Machine Company, 
Detroit 32, Michigan. 


There are Burroughs adding machines suit- 


able for every business. Prices start as low 
as $120, plus applicable taxes. 


WHEREVER THERE’S BUSINESS THERE’S 


Burroughs 














their jobs without a medical review may 
infection of the rest of the staff, 
or the relapse of a person not fully de 
stored to health. 

Personnel who are injured or taken ill 
on the job should be sent to a physician 
for his decision on returning to work 
or going home for rest or further medi- 
cal attention. Small or medium 
ean contract for the services of 
a physician located immediately nearby 
to eliminate delay in medical attention. 
Most large coneerns have resident doe- 
tors or nurses. 

Accidents 
high 


cause 


con- 
cerns 


time which 
indoctrinating 
personnel in the principles of 
safety and insuring that all facilities 
and equipment are kept as “accident- 
proof” as possible, management takes 
another step toward realizing — the 
healthy office. By the use of color, 
dangerous areas and machinery may be 
highlighted. Dim lighted areas and ex- 


lost 


costs. By 


create 
means 
basie 


cessively slippery surfaces should be 
eliminated. Guards should be applied 
to the exposed areas of all hazardous 
equipment and no one but those experi- 
enced in their operation should be as- 
signed to these devices. Hand rails 
should be installed on all steep inclines 
(ramps, stairways). Desks, chairs, file 
cabinets and other office furniture 
should be free from sharp corners. 
Splinter-free, round cornered equipment 
eliminates stocking runs (a highly im- 
portant morale factor) and minor lee 
and arm injuries. 

Layout of the office should remove 
protruding fixtures and equipment, and 
overlapping corridors subject to heavy 
traffic. Utility and telephone outlets and 
conduits not flush to the floor, adding 
machines perilously perched on_ file 
cabinets, typewriters not bolted to desks, 
and missing from chairs are 
some of the things to be avoided. 


easters 


(Continued on page 174) 


Courtesy Pittsburgh Plate Glass Co. 


Toilet-washroom facilities for office employees at Firestone Tire & Rubber Co., Akron, showing 
the use of Carrara glass and mirrors on the walls. 
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QUESTION: 


HOW DIFFICULT IS IT 
TO OPERATE AN 


aon 














It's child's play to operate .. . 
and, from infancy to a ripe old 
age, the OLD TOWN 
COPYMAKER'S fewer parts 


mean trouble free operation. 


You get HUNDREDS of crisp, 
| clear COPIES, LIGHTNING 

FAST — from a SINGLE sheet 
of carbon paper . . . and up to 
six colors in the same operation. 








ANSWER : 


1. Type, write or draw just 
ONCE on master sheet. 


2. Erase errors just as on | Old Town 


ordinary paper. 


3. Attach master to ma- 


MANUFACTURERS OF 
chine, press button and DUPLICATING MACHINES AND SUPPLIES 


presto! CARBON PAPERS * RIBBONS 
‘ Dept. O5 * Brooklyn 17, New York 
RELIABLE * ECONOMICAL 


rt I'm interested in hearing more about your 
SIMPLE * FAST * ACCURATE f ee eee 








Name: 








Address: 
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Sh gas 2 


Your best Source 


for boxed typewriter paper 
and other office needs... 


is a store that displays the seal of an Authorized 
Neenah Dealer. This is because Neenah Boxed Typewriter Paper is 
a product of the highest quality . .. made of 25% to 100% cotton 
fibers .. . specially processed to produce the finest writing and typing 
surface. Only stores with a policy of selling the best quality to dis- 
criminating office supply buyers handle Neenah Fine Business 
Papers. The Neenah seal is your key to store-wide excellence. 


For better quality office supplies, buy from a Neenah dealer. 


Cel? ah 


—<« 


NEENAH BOXED 
TYPEWRITER PAPERS 


NEENAH PAPER COMPANY, Neenah, Wisconsin 





Women office employees can relax in this quiet room at Mutual Life Insurance Co. of New York. 


Employee Health and Welfare 
Program at Mutual Life 


SIDNEY SHEPHERD 


ORE than 109 years ago a marine 
insurance underwriter and a 
banker and broker organized the 
Mutual Life Insurance Co. of New 
York, America’s first mutual insurance 
company dealing exclusively with life 
insurance and operating without stock- 
holders. The tiny company opened shop 
in the back room of a first floor office 
suite at 44 Wall Street, and as it pros- 
pered through the years, it progres- 
sively moved to larger homes along the 
narrow and twisting streets which had 
grown from cowpaths along lower Man- 
hattan. 
In the spring of 1950 Mutual Life 
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moved up from the cramped canyons 
of insurance row to the wide spaces at 
55th Street and Broadway where its 
seventh home is a modern setback sky- 
scraper reaching 25 stories above 12,000 
sa. ft. of sidewalk under which is in- 
stalled radiant heating equipment for 
quick removal of snow and ice. Thus 
far the company is using only the first 
13 stories of the building and is renting 
the rest. 

Although founded in 1842, Mutual 
Life issued its first policy a year later 
when applications for insurance totalled 
a million dollars in keeping with the 
company charter. Last year Mutual 
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Life issued approximately $315 millions 
worth of insurance, bringing its total 
insurance in force to about $4.5 billions. 
As a business Mutual Life is not con- 
cerned with a single stockholder, but 
with its more than 1,000,000 policyhold- 
ers who are owners of the com- 
pany. Motivated by keeping down costs 
and expenses, the company practices an 
enlightened self-interest policy toward 
its employees. Dollars and sentiments 
definitely mix in translating its person- 
nel policies into working practices to 
henefit employees and policyholders. 
Insurance traditionally has been a 
man’s business, although Mutual Life 
employs several women agents and in- 
creasing numbers of women perform- 
ing countless tasks behind the sales 
scene. The company’s working foree ot 
1,582 in the New York home office com- 
prises 764 men (48%) compared with 
818 women (52%). The company states 
it was the first American mutual com- 
pany to issue insurance on the lives of 


sole 


women, writing ten such policies during 
its first year of business. Today thou- 
sands of women hold Mutual Life In- 
surance policies and hundreds more 
work for the company. Indicative of 
their importance is the recent appoint- 
ment of Dorothea A. Pfeiffer in charge 
ot female personnel. As assistant per- 
sonnel director she is responsible for 
the development and administration of 
female recruitment and _ placement, 
merit rating and testing, transfers and 
promotions, special personnel research 
studies, and employment termination. 
Women employees include junior ex- 
ecutives such as a research associate, 
actuary, doctor, lawyer, advertising as- 
sistant and many others serving as sec- 
retaries, typists, receptionists, clerks 
and office machine and telephone oper- 
ators. While the men sell most insur- 
ance and manage the company’s oper- 
ations, more women are serving in man- 
agement capacity as well as doing the 
bulk of inside office work. Girls must 


A card room for employees in the office building of the Mutual Life Insurance Co. of New York. 
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Why should an office safe sto 


Because the new Mosler *‘*400” is by far 
the most important development in 
record safes in 30 years. Only Mosler 
engineering and Raymond _ Loewy’s 
imagination could have made it possible. 


Take a swing around to your Mosler 
dealer’s tomorrow, after lunch. But don’t 
expect to quite believe what you see in that 
first, eye-widening look. 


For here is a record safe as totally different 
et. . Ph . 

from the old, black “‘ironsides’”’ in most 

offices as today’s deluxe Stratoliner is from 


a World War I biplane. 


And no other safe ever looked so dis- 
tinguished and handsome before. No safe 
*The 


p businessmen in their tracks ? 


ever before had the look of so obviously 
belonging in the most modern office. 


But move up still closer. You'll discover 
brand-new security and convenience features 
that give you additional reasons to call it the 
most important development in record safes 
in 30 years. 


By all means, see it at your dealer’s. Leading 
office equipment dealers throughout America 
are displaying it proudly, this week. But 
don’t stop with an admiring look. Find out 
how little it costs to own this Mosler ‘‘A”’ 
Label* Safe that adds a new standard of 
beauty to the world’s best protection of 
records against fire. 


“A” Label means it has received the highest award of the Under« 


writers’ Laboratories, Inc. for protection against fire, impact and explosion, 


NEW “COUNTER SPY" 
LOCK. Notice—the num- 
bers are on the edge of 
dial instead of on the 
face. They are visible 
only from the top and 
only to the person work- 
ing combination. 


IF IT'S MOSLER ... IT’S SAFE 


NEW “INSTRUMENT OPER+ 
ATIONS PANEL.” Stream. 
lined horizontal handleg 
integrated into a unit 
with dial and emblem, 
And at convenient “no- 
stoop” height. 


© 1952, The Mosler Safe Company 


“ Mosler Safe ~~”, 


World's largest builders of safes and bank vaults . . . Mosler built the U.S. Gold Storage 
Vaults at Ft. Knox and the famous bank vaults that withstood the Atomic Bomb at Hiroshima 
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FLUID DUPLICATING 


Dependable Standards 
Eliminate Retyping and Errors 


Stendard’s Unit Posting Aristocrat 
offers speediest method ever de- 
vised for single line duplicating. 
Reproduces all documents neces- 
‘sary for manufacturing, invoicing, 
shipping and analyzing an order. 


Standard's Coronet. The newest 
member of a distinguished family. 
Hand or electric, automatic feed. 
Fifteen fine features, Outstanding 
design. Copies, face up. Fast, quiet, 
efficient. Sheet capacity to 9” x14”. - 


Standard’s Zephyr SWA. Hand 
operated, automatic feed, For 
Standard dependability and ex- 
ceptionally good duplicating at a 
most attractive price. Many fea- 
tures of the higher priced models. 


= 


Standard Master Model EL ML A. 
Electric. One machine permits 
double output, Automatically han- 
dies one stack of paper up to 14 x 
18 inches, or feeds two stacks of 
certain smaller sizes simultaneously. 


STANDARD DUPLICATING MACHINES 





AT ITS VERY BEST 


Speed Production 


Simplify Business Procedures 


_ Standard Duplicators in peace- 
time play an important part in 
reproducing all the copies re- 
quired of vital control orders 
and records used in business 
and industry. Systems experts 
have long recognized the fact 
that Standard’s Single-Writing 
Method speeds production, elim- 
inates retyping and errors, sim- 
plifies business procedures. 


Two-thirds of Standard's Pro- 
duction is today flowing to the 
Armed Forces, to prime de- 
fense contractors, sub-contrac- 
tors and other industries active- 
ly engaged in defense. 


As the gigantic mobilization ef- 
fort of our country moves 
forward, Standard Duplicators 
through systematic control of 
paper work, are helping to 
harness the industrial might of 
the nation to the insatiable 
demands of defense. Literally 
thousands of Standards are in 
use throughout the world in all 
branches of our Armed Forces. 


CORP... EVERET ES, 


Standard's Military Field Kit, completely porte 
with all supplies, is ready to make maps_ 
military movements right in the field . cop 
of orders by Commanding Officers, other ¢ 
gency messages. 


USED BY ARMY, AIR FORCE, NAVY 
Used in Quartermaster Corps, 
Spee gineering Corps, Army Arsendi: 
ess in aircraft and engine manvfactur- 
Asse ing; in shipbuilding. Used for mok- 
ing copies of bids, requisitions, 
specifications, graphs, charts, 
. Se sketches, inspection forms, manvu- 
facturing orders, purchase orders, 
production schedules, rovie sheets, 
tool and engineering changes, as- 
sembly lists, bills of material, ship 
routing schedules, time cards, store- 


house orders, general duplicating. 


MASSACHUSETI Ta 





AT EACH DESK ~ inthe mailroom _ in the 
stockroom, these three “‘Scotch’’ Brand tapes 
do dozens of time and money-saving jobs. . . 
mending, sealing, holding, attaching, pro- 


FAMOUS “Scotch” Brand Cel- 
lophane Tape No. 600 
transparent. Seals, holds, splices, 
mends quickly and easily. It 
belongs on every desk. Order 
tape and tape-saving dispenser 

.. your supplier has both. 


“Scotch” 


hesive on bo 


ae 


SPECIAL OFFER! 12 big 1296” rolls of “Scotch” 
Cellophane Tape plus two weighted Desk Dis- 
pensers ... with the second dispenser included at 
no extra cost! That's the deal your stationer is now 
offering. See him today...tell him you want 
Deal “‘S""! 





Brand 
No. 666 has ad- 
n sides. It’s perfect 
for attaching endorsements, 
riders. Thin but tough, it won’t 
interfere with writing or typing. 


sensitive Tage 


ALL AROUND THE OFFICE 


THIS “TAPE TRIO” 
| SAVES TIME, 
| CUTS COSTS! 


tecting. They stick-at-a-touch, stick-to the- 
job, perform perfectly through the roughest 
handling! Order this handy “Tape Trio’’ 
from your regular supplier today. 


STRONG “Scotch” Brand 

Acetate Fibre Tape No. 750 
protects documents, blueprints, 
envelopes with a lasting, tear- 
proof edge... binds booklets, 
memo and check pads. Use with 
““edger’’ shown above. 


Pressure- 


Pressure-Sensitive 
Tapes 


The term ‘Scotch’ and the plaid design are 
registered trade marks for the more than 100 
pressure-sensitive adhesive tapes made in U.S.A. 
by Minnesota Mining & Mfg. Co., St. Paul 6, 
Minn.—also makers of ‘‘Scotch’’ Sound Recording 
Tape, ‘“‘Underseal’”” Rubberized Coating, ‘‘Scotch- 
lite’ Reflective Sheeting, ‘“‘Safety-Walk’’ Non- 
slip Surfacing, ‘'3M’’ Abrasives, ‘3M’ Adhesives. 


General Export: Minn. Mining & Mfg. Co., International Division, 270 Park Avenue, New York 17, N. Y. 
In Canada: Minnesota Mining & Mfg. of Canada, Ltd., London, Canada. 
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Mutual] Life's employees receive a physical 


examination before being hired and may have 


annual physical check-ups upon request. The medical clinic has fluoroscopic and x-ray equip- 
ment, private examination and consulting rooms. 


be high school graduates and are hired 
at the starting ages of 16 and 17. They 
‘an continue working until the compul- 
sory retirement age of 60. Most of the 
women, however, are in their early 
twenties. 

An integral part of the personnel, 
training and public relations programs 
resides within the skyscraper itself. For 
not only steel and cement and_ bricks 
went into the new building, but also 
the accrued company experience along 
with the thoughts and needs of its em- 
ployees. How did Mutual Life go about 
this? It simply asked questions and got 
answers. 

To help make the work load easier, 
the entire building was planned around 
work-flow charts which showed where 
all work originated, how it was routed 
within departments and how it traveled 
from floor to floor. Floor layouts ae- 
cordingly were planned for straight- 
line progression, worker comfort and 
improved efficiency. Eight to ten men 
and women from different departments 
constituted a furniture committee, for 
example, which sat down with the plan- 
ning supervisor and purchasing agent 
to discuss common needs which resulted 
in selection of standardized mist green 
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functional desks and chairs now used 
throughout the building. To assure em- 
ployee comfort, chairs were adjusted 
for each worker’s individual use and 
marked with his name on the back of 
the seat. The chairs later were checked 
by a seating company representative. 

As the building neared completion, 
progress reports were issued to keep 
employees informed. Before the build- 
ing was completed, workers were taken 
on guided tours to show them where 
they would work and the facilities 
which would be made available to them. 
After moving into the building, Mutual 
Life had a “family day” when workers’ 
families toured the building and had 
lunch in the company cafeteria. 

Even as workers can do better work 
with better equipment, so can they do 
better work in a well designed building 
which itself is a tool of production. 
Mutual Life has included physical in- 
novations — medical, social and nutri- 
tional. At the same time, the company 
has introduced innovations in its per- 
sonnel relations. 

To relieve morning work rushes, the 
work force is arbitrarily divided into 
halves. One group works from 8:45 
a.m. to 4:30 p.m.; the other from 9 a.m. 





PLE ER? RELI A v 


Bhar reeset 





fb 
| 


to 4:45 p.m. Elevator congestion is re- 
heved and the equalized traffic is han- 
dled more comfortably. The entire build- 
ing is air conditioned and during the 
perspiring summer months salt tablets 
are available upon request from the 
medical elinic. 

Work areas are lighted completely by 
fluorescent equipment flush with ceil- 
ings. Adequate light illuminates the 
working area (which is the standard 
height of 30” above floor level) in all 
offices. Light is diffused and evenly dis- 
tributed to provide the best possible 
glaretree lighting. Office layouts can be 
rearranged simply with worker diseom- 
fort and company expense minimized 
because of movable steel partitions used 
everywhere in the building, acoustical 
ceilings and a network of electric wires 
easily tapped. 

Light falls softly against pastel shades 
of yellow, green and mauve colored 
walls. The color schemes were designed 
to relieve the harsh monotony of long 
stretches of a single color. For exam- 
ple, file clerks, typists and other em- 
ployees in the third floor premium divi- 
dend division are in a wide, open floor 


area striped by occasional columns. The 
wide, monotonous wall horizons are 
painted yellow, relieved by green and 
mauve in sections. Employees have am- 
ple recessed wardrobe spaces for stor- 
ing coats, and overhead racks for hats 
and packages. All departments have 
private offices with special lockers or 
clothes trees. 

For those employees who want a sec- 
ond eup of morning coffee, or even a 
first cup they missed in a rush to make 
a train or bus, Mutual Life has intro- 
duced a deskside coffee, milk and pastry 
service which it dubbed “Operation 
Coffee Klatsch.” (Tea drinkers are pro- 
vided for only in the company cafe- 
teria.) Since many employees used to 
fade away for morning snacks, the 
company’s personnel division tried this 
experiment. Uniformed waitresses from 
Schrafft’s restaurants wheel aluminum 
carts through the main working areas of 
each floor where employees pay as they 
eat their “second breakfast” from 9 to 
10:30 am. only. As timesavers for 
working housewives, orders for candy 
and baked goods also can be placed for 

(Continued on page 161) 


‘ 


Recessed wardrobe 
spaces are provided 
on each floor for 
Mutual Life's office 
workers. 


‘ad 
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TRACER LIGHTS REVEAL SAVINGS | 
IN FORMS-WRITING COSTS! 


AMERICAN LITHOFOLD PLANNED BUSINESS FORMS eliminate 


unnecessary motions...wasted seconds...as proved in dramatic “tracer light” motion 





studies. Savings run as high as 28% — the equivalent of 2 extra hours of productive 
work per day for each girl! Get the facts on how American Lithofold can cut your 
forms-writing costs! FILL OUT AND MAIL THIS COUPON NOW! 


BY, 


.- ia 5 ih 








HOFOLD CORP. 


, - 7 , 
ae , ’ 


REVEALING 4-STEP fe 3 | AMERICAN LIT 


pdol'l tye Abd felih ame) -iGicy vale), | 


your representative call ond 


Without obligation veel from o 4-s€P — 
Your Americon Lithofold representative will be pleased explain how we io pee ae 
to call on you ond analyze your present business forms (Send us somples © ae OY 
ond procedures. Without cost or obligation, he will show ysed in ———— 


you how Planned Business Forms will increase efficiency, y Name —— 


Compe" 
boost output, reduce your forms-writing costs. Write for > 
Address ——— 


City — 


adenine 


this valuable service today! 


NOTE: Typewriter attachment shown above is special 


Signatur e 


opporatus used only for tracer light tests 
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Employee Progress Report Plan 


BEATRICE MILLER 


ERE are quotations taken from the 

Employee Progress Reports that 

supervisors turn in_ periodically 
evaluating the performance and person- 
ality of 2,300 employees of the Wash- 
ington Light Co., Washington, 
D. C.: 

“The employee’s appearance and de- 
corum have improved considerably.” 

A young clerk “is learning to correct 
her habit of excessive visiting during 
working hours.” 

“His accuracy has improved but vol- 
ume is still somewhat below expecta- 
tions.” 

In effect since July, 1944, the Em- 
ployee Progress Report Plan has raised 
morale, brought closer, more under- 
standing relations between the company 
and its employees and has reduced turn- 
over, 

Covering 1150 sales, clerical, customer 
relations and miscellaneous employees, 
350 management personnel (supervisory 
and administrative), 500  non-skilled 
laborers and 400 skilled laborers, the 
plan has raised the quality and quan- 
tity of employee production because job 
standards were established and means 
of improvement pointed out. It has 
given employees greater confidence, a 
feeling of being appreciated and needed, 
a feeling that their progress and wel- 
fare are of concern to the company. 

“Every employee from the least 
skilled to the top executive — not only 
likes to know, but has a _ right to know, 
how he is getting along on his job,” said 
Arthur R. Laney Jr., personnel psy- 
chologist, who has been with the Wash- 
ington Gas Light Co. 11 years and who 
was instrumental in initiating the re- 
ports. “A worker cannot be expected 
to measure up to his supervisor’s ex- 
pectations unless he knows what those 
expectations are; nor to improve him- 
self unless he knows just where im- 
provement is needed,” 


Gas 
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From this premise emerged the Em- 
ployees Progress Report Plan. Believ- 
ing that a supervisor’s fundamental 
duty was to supply this information to 
each of his employees, the personnel 
department studied a number of plans, 
consulted with an advisory committee 
of supervisory employees on a_ plan 
which appeared most suitable, adapted 
the plan to the company’s needs and 
progress reporting became an_ estab- 
lished practice. 

Progress reports consist of a writ- 
ten form with the employee’s name, age, 
job classification, department, date of 
employment, length of employment with 
supervisor, followed by a series of ques- 
tions such as, “How well does the em- 
ployee know his job?”, “How well does 
the employee perform his work both as 
to quality and amount?”, “Is there any- 


thing exceptionally good or poor about 
the employee’s personal qualities?” with 
ample space following each item for 
supervisor’s suggestions on ways of im- 


proving. Progress reports form the 
the basis of an interview between em- 
ployee and supervisor. 

“We tried to keep the reports from 
getting technical,’ commented Mr. 
Laney. “They are simple and compre- 
hensible to even those with the most 
limited education. An employee’s re- 
port is available to him anytime he 
wants to look at it, either during an 
interview or at some later date.” 

Employees with the company 1 to 5 
years receive progress reports annually. 
Those with the company from 6 to 15 
years receive progress reports every two 
years. Those with over 15 years’ serv- 
ice do not get progress reports unless 
the employee requests it or a supervisor 
feels there has been a change in job 
performance making a progress report 
necessary. Employees in line for an 
automatic pay inerease receive a prog- 
ress report two months before the in- 
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FORM O-858A SM 4-48 CONFIDENTIAL — RETURN TO PERSONNEL DEPT. 





wame___royce B. Smith 





pet | 


JOB CLASSIFICATION. Clerk Gr 3 DEPARTMENT. Transportation 








DATE EMPLOYED. 11/14/51 4 months 


HOW LONG HAVE YOU KNOWN HIM? 








HOW LONG HAS HE WORKED FOR YOU? 4 ths IN PRESENT CLASSIFICATION? 11/14/51 











IMPORTANT — PLEASE FILL OUT EACH ITEM AS COMPLETELY AS POSSIBLE. AS THE BASIS FOR A HELPFUL 
DISCUSSION WITH THE EMPLOYEE. 





1. HOW WELL DOES THE EMPLOYEE KNOW His sop7___ Royce has been with us for approximately 
4 months and knows his job very well. 














7 


HE COULD IMPROVE HI6 JOB KNOWLEDGE BY. Learning as much as he can about other related 





jobs in this department as time permits. Also, he could study various procedure 





___and accounting manuals to further his knowledge of our Company. 








2. HOW WELL DOES THE EMPLOYEE PERFORM HIS WORK, BOTH AS TO QUALITY AND AMOUNT?. 


Both quality and amount are up to expectations considering that he has only 





worked for the Company for 4 months. 











ME COULD IMPROVE His JO8 PERFORMANCE BY Continuing to learn as much about the Company _ 





as possible. Also, understand the reasons why he does certain work and the __ 





reasons why the work is performed as it is. This he can do from reference 





papers and asking questions. 























The Employee Progress Report form used at Washington Gas Light Co. 
(The reverse of this form appears on page 90) 
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1S THERE ANYTHING EXCEPTIONALLY GOOD OR POOR ABOUT THE EMPLOYEE'S PERSONAL QUALITIES? 
(CONSIDER SUCH TRAITS AS RECEPTIVENESS TO SUGGESTIONS. WILLINGNESS TO HELP OTHERS. ABILITY TO GET ALONG 
WITH FELLOW EMPLOYEES, ATTENDANCE AND TARDINESS RECORD. SAFETY RECORD. AND NEATNESS IN APPEARANCE. iF 
YOU THINK THE EMPLOYEE IS MISPLACED IN HIS PRESENT JO®, ALSO INDICATE THAT.) 


Royce is exceptionally good in all the abov 


____not misplaced in his present job. _ 


























+ 
HE COULD IMPROVE ON THE ABOVE BY No sugges tions. 




















REMARKS I feel that Royce is capable of doing more complex work in this department. 


appears anxious to assume these new duties. 





___In the near future, he will move up to another desk and assume new duties. He 














£ 
THIS REPORT WAS DISCUSSED WITH THE EMPLOYEE ON - 3/11/ 2 HIS REACTION TO MY SUGGESTIONS 


FOR 


RECORD OF INTERVIEW 





DaTEe 


IMPROVEMENT WAS___ 











ME 


DISCUSSION ALSO REVEALED THAT__ He likes working for the Company. He said that he expects __ 





APPEARS TO BE (CHECK WHICH) WELL SATISFIED.___. sarisrizn__* , DISSATISFIED._____. WITH H!I8 JOB. THE 





to be with us for at least another year - plens to go to college.  __ 





e 
Lee fv _@- Oe hg = 


(MMEDIATE EYPER. OR 
7 








Reverse side of the form on page 89. 
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Arthur R. Laney Jr. is personnel psychologist 
for Washington Gas Light Co. 


crease becomes effective. Employees 
transferred to a different job or to su- 
pervisor receive a progress report upon 
the completion of 6 months’ service on 
the new job. 

Progress reports are made out by the 
immediate supervisor. Two copies of 
the form are obtained from the person- 
nel department two weeks prior to a 
scheduled interview with the employee 
whose job performance will be dis- 
cussed. One form is filled out in pencil 
before the interview, employee reactions 
are added, and the final copy is typed. 

To help supervisors prepare the re- 
ports and encourage a uniform § pro- 
cedure, a continuous system-wide train- 
ing program with supervisors at each 
level was put into effect when the plan 
was adopted. Supervisors have been 
trained in a 3-step process (1) to de- 
termine standards for a job; (2) to 
consider the employee as an individual 
in terms of his edueation, training, age, 
health, ete.; (3) to determine standards 
for the particular employee or what the 
supervisor felt was reasonable to expect 
of him. 

A supervisor has to fix in his own 
mind what to expect of any person in 
each job. If an employee has worked 
only 6 months on a job that normally 
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requires two Vvears to learn, the chances 
are his job knowledge is “poor”: but 
‘compared to what is reasonable to ex- 
pect, it may be “oood—considering his 
limited experience.” 

Suggestions for improvement in terms 
ot constructive criticism are part of 
the training program for supervisors. 
Informing an employee of something 
which he can reasonably be expected to 
do if he wishes to qualify for advance- 
ment is the prime purpose. Other as- 
pects of the training course point out 
how to get facts to back up opinions 
written into an employee’s record, how 
to evaluate personal qualities in rela 
tion to work production, and how te 
plan for and handle an ‘interview. 


National Conference 
& Exhibit Calendar 


National Assn. of Credit Men, Houston, 
May 11-15. 

New York Stationery Show, New Yorker 
Hotel, May 18-23. 

National Office Management Assn., Fauir- 
mont Hotel, San Francisco, May 18-22, 

Insurance Accounting & Statistical Assn., 
Netherlands-Plaza Hotel, Cincinnati, 
May 19-21. 

National Assn. of Purchasing Agents, 
Atlantie City, May 25-28. 

National Retail Drygoods Assn., Control- 
lers’ Congress, Roosevelt Hotel, New 
York, May 26-29. 

Life Office Management Assn., Spring, 
Broadmoor Hotel, Colorado Springs, 
May 26-27; Annual, Chalfonte-Haddon 
Hall, Atlantie City, Sept. 22-24. 

Assn. of American Railroads, Accounting 
Div., Book-Cadillae Hotel, Detroit, 
June 10-13, 

National Assn. of 
Waldorf-Astoria 
June 15-18. 

National Office Machine Dealers Assn., 
Baker Hotel, Dallas, June 16-18. 

National Machine Accountants 


Cost Accountants, 
Hotel, New York, 


Assn., 
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END THIS NUISANCE 
NOW WITH 


A 


COILS THE CORD 
NEATLY BESIDE THE PHONE 


| MUST FOR OFFICES, HOMES ... 


ositively eliminates tangled and 
Wwisted cords . . . keeps the cord from 

tching on desk corners, drawers, etc. 
No wonder 500,000 were sold last year 
te banks, insurance, real estate, govern- 
ment offices, etc. 


* RETAILS FOR 95c... 


Manufactured of finest steel music wire. 
Easily installed and guaranteed not to 
bend out of shape or break under nor- 
mal use. 
Not to be confused with 
old fashioned wrap-around covers. 


If your dealer cannot supply you, 
send 95¢ each direct to 


HUFF SALES CO. 


911 Western Ave. 





Seattle 4, Wash. 





Curtis Hotel, Minneapolis, June 19-21. 
National Secretaries Assn., Shoreham 
Hotel, Washington, D. C., July 24-26. 
National Business Forms Associates, 
Hotel Cavalier, Virginia Beach, Sept. 

10-14. 


| National Stationery & Office Equipment 


Assn., Conrad Hilton 
Oct. 4-9. 

Controllers Institute, Book - Cadillae & 
Statler Hotels, Detroit, Oct. 5-8. 

American Institute of Accountants, 
Shamrock Hotel, Houston, Oct. 6-9. 

Institute of Internal Auditors, Chase 
Hotel, St. Louis, Oct. 19-21. 

National Institute of Governmental Pur- 
chasing, Kkdgewater Beach Hotel, Chi 
cago, Oct. 19-22. 

Systems & Procedures Assn. of America, 
Roosevelt Hotel, New York, Oct. 20- 


Hotel, Chicago, 


National Business Show, Grand Central 
Palace, New York, Oct. 20-25. 

National Assn. of Bank Auditors & Con- 
trollers, Schroeder Hotel, Milwaukee, 
Oct. 27-30. 

American Society for Personnel Adminis- 
tration, Pfister Hotel, Milwaukee, Nov. 
20-21. 

National Business Teachers Assn., Con- 
gress Hotel, Chicago, Dec. 28-30. 














“I lost my job. The boss caught 
me kissing his secretary.” 
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EMBARGO ON DIRT. .. strictly enforced at Rising Mills by 


special equipment appropriately called...Dirtecs! They spin the last specks 
of dirt out of stock with all the force of a giant whirlpool. This action is 
an additional quality step employed by Rising having the same effect as 
several fine-screen filterings used in old-fashioned methods of paper mak- 
ing. Still another reason why you can specify Rising and know you 


will et. - - - Fine Paper at its BEST! 





If you're interested in letterheads, you should be receiving Rising’s *‘New Letterheads of the Month” mailing . . . 
Just write “Office Service.’ 
a 


Fine Paper at its BEST... , ne 
omes t from th nis 3“, in the scenic Berkshire: 
comes to you from the Rising Mill 2 in the scenic Berkshires 


RISING (100% Rag) PARCHMENT * NO. 1 (100% Rog) INDEX * RISING (25% Rag) BOND 
PLATINUM PLATE (25% Rag) * LINE MARQUE (25% Rag) * INTRALACE TEXT 
HILLSDALE (25% Rog) VELLUMS AND BRISTOLS * WINSTED VELLUMS AND BRISTOLS 

Rising Paper Company, Housatonic, Mass. 











OFFICE MANAGEMENT 


IN GOVERNMENT 





Federal Government's Method of 
Rating Personnel Efficiency 


JAMES A. BARR 
Chief, Branch of Management Planning, Bureau of Land Management, 
Department of the Interior, Washington, D. C. 


ROPER use of efficiency rating sys- 

tems as a management tool has great 

potentials which, I believe, have not 
heen developed to any great extent in 
government or in private industry. One 
of the most important aspects of the 
whole management picture —the value 
and the capabilities of personnel—is not 
receiving generally the attention it 
merits. Management takes great pains 
to keep constantly informed about in- 
ventories on stock, raw raterials, equip- 
ment, supplies, ete., but not nearly as 
much as it should to keep up with the 
most expensive item — the personnel 
whom management hires to do the job. 
Management knows in a rather general 
way certain things about this overhead 
item; but not anywhere near as scien- 
tifically as it knows about its other raw 
materials—and a paid employee is per- 
haps the most important raw material. 
Superiors know fairly well the limita- 
tions, weaknesses and potentials of the 
employees working under them; but 
superiors move on to other positions 
and other organizations. When they do, 
in most cases this valuable personnel 
information leaves with them. Our in- 
formation on this important phase of 
office management must be formalized 
to make it most effective. This is pos- 
sible by the use of an efficiency rating 
system. 

Do our show how many of 
our emplovees are capable of develon- 
ing into supervisors; how many are not 
fitted for their particular jobs because 
of temperament, or other reasons; how 
many should be transferred to different, 
perhaps better paying how many 


=? 


records 


jobs; 
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should be replaced because they are not 
good material for any part of the or- 
ganization? 

I was surprised recently to find out 
by inquiring of about 100 of our larg- 
est corporations that only a few of 
them make use of this management de- 
vice. While a few stated that they used 
some sort of efficiency rating system, 
they had not formalized it by reducing 
it to writing. Making the supervisor 
take time to determine in his own mind 
what the employees working for him 
are to do, exactly what their responsi- 
bilities are, and how they are to fulfill 
them; improves supervision. The prop- 
er use of such a system identifies errors 
and weaknesses in procedure and or- 
ganization. 

In some government agencies, under 
the present efficiency rating system, the 
supervisor must reduce to writing the 
performance standards of the job, in 
cooperation with the individual em- 
ployee. Many difficulties. arise because 
the employee does not have a_ clear 
understanding of his duties and the 
manner in which he is to perform them. 
The so-called job sheet, which sets out 
the job, does not adequately do this. 
Its primary and almost sole function is 
to establish the rate of pay. The Stand- 
ards of Performance record does much 
more, It specifically how the 
employee is to perform his duties. When 
such standards have been prepared it 
is not difficult for the supervisor to 
evaluate the performance at the end of 
the rating period, This should be done 
in consultation with the employee. By 
having this interview with the employee 


states 
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Z GENERAL 

LEDGER FORMS — Rag Paper 
For clean, clear, durable records Boorum & 
Pease Ledger Forms are unbeatable. There's 
a size, grade and ruling to fit your needs, 
including the ‘Flexo’ leaf with a “‘hinge” 
that always lies flat, made of Byron-Weston 

50% new rag content paper. 





COLUMNAR 
SHEET FORMS — Rag Paper 


There's a B&P ruling to fit your needs. All 
standard rulings from 2 to 36 columns, white, 
green and buff paper. Just tell your stationer 
the forms you require and specify ‘Made by 

Boorum & Pease." we tenes 


/ 
j 


AQ 





Sfandard 


2 


BROOKLYN 1, N.Y. 
FOR EVERY RECORD—A WAY TO KEEP IT 
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at the time of the rating, the super- the period, if such was the case. This 
visor can point out to the employee interview will also bring out the weak 
exactly wherein he was deficient during points in the supervisiop and help the 





ome Ne. 3-008 UNITED STATES 
DEPARTMENT OF THE INTERIOR 
As of 


(Date) 


Regular Rating ( ) 
REPORT OF PERFORMANCE RATING Se-Month Reting ( ) 


Covering the period from 


to 


(Title of position. service, and grade) 


(Organ: ratior ndicate bureau, division. section, unit. field station) 

INSTRUCTIONS: All employees are to be rated on elements 1, 2, 3, and 4. The rating is based upon the 
performance requirements of the position which were in effect and known by the employee at the time 
the performance was rendered. 

(RATING 18 INDICATED BY “X™) 





Unsatis- Setis- Out- 
factory factory standing 





1. VOLUME OF WoRK: 
Amount of work produced; rate of progress on assignments (qual- 
ity is not considered). 


Does the quantity of work turned out meet the requirements of the 
position? 





2. QUALITY OF WORK: 
Accuracy, precision, completeness, and acceptability of work (vol- 
ume is not considered). 
Does the quality of the completed work meet the requirements of 
the position? 
3. WoRK HaBiTs: 
Organization of work ; observance of rules and procedures ; coopera- 
tion and tact; conduct on the job; dependability. 


Does the employee go about his job in such a way that the work of 
others is facilitated? 








4. WoRK ATTITUDE: 

Enthusiasm for the work; acceptance of supervision, including 
suggestions and training for work improvement; adaptability to 
changing conditions; willingness to accept responsibility. 

Does the employee contribute his best effort to the job? 





Only supervisors are rated on element 5. 


5. SUPERVISORY ABILITY : 

Effectiveness in assigning work and establishing standards of per- 
formance; in directing and reviewing the work of others; in instruct- 
ing, training, and developing subordinates; in delegating authority. 

Is the employee effective in obtaining the best results from those 
under his supervision? 




















SUMMARY RATING: 
(Indicate by “X") 

Oj UNSATISFACTORY: The employee has performed his duties in a manner which has not con- 
tributed to achieving the over-all objectives of the unit to which he is 
assigned. Attached is a statement stating why the performance is unsatis- 
factory, the facts regarding the prior warning concerning the unsatisfac- 
tory performance, and efforts made after the warning to assist the employee 
in bringing his performance up to a satisfactory level. 


() SATISFACTORY : The employee has performed his duties in a manner which has contributed 
to achieving the over-all objectives of the unit to which he is assigned, and 
his performance, as compared to the position requirements, has been 
satisfactory. 


[) OUTSTANDING: The employee’s performance has been consistently outstanding in all of 
its aspects, and by this rating he is receiving special commendation. 
Attached is a statement which describes in detail the manner and degree 
in which every aspect of his performance has been superior to the require- 
ments of his position, and why each is considered worthy of special 


commendation. 10087021 











The simplified performance rating form (reverse side on page 98). 
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Announcing- 
Spirit Duplicator 
Supplies 
by A. B. Dick 


In any show of hands you get an immediate 
vote for A. B. Dick Cleen-Seal Master-Sets 
and Spirit Carbons. Why? Because they set a 
new standard of cleanliness for the users of 
spirit duplicators. Here are Master-Sets and 
Spirit Carbons witha protective metallic coat- 
ing plus edge seal. The result—they are 
virtually stain-proof under normal handling, 


Long, Medium and Short Runs. A. B. Dick 
Cleen-Seal Master-Sets and Spirit Carbons 
are available in a variety of sizes for long, 
medium and short runs. All produce sharp, 
clear copies. 


Five colors. A. B. Dick Cleen-Seal Master- 
Sets and Spirit Carbons can be obtained ia 


five brilliant colors—purple, red, green, blue 
and black. 


= A-B-DICK 


THE FIRST NAME IN DUPLICATING 


A. B. DICK COMPANY, Dept. 0-552 


Send Coupon for Fiee Samples 5700 W. Touhy Avenue, Chicago 31, Illinois 


Simply mail the coupon for en 
free samples of A. B. Dick 

Cleen-Seal ‘Master-Sets— Position 
a catalog of the complete GQuensiuation 
line of supplies and the 

name. of your nearest A. B. Make of Duplicator 
Dick distributor 

















Address 
City 
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supervisor improve his own job. It will 
clear up many misunderstandings and 
clarify many areas where the employee 
was not exactly sure. This sort of su- 
pervision should be done from day to 
day and from week to week; but we 
all know that it just isn’t done nearly 
as well or as often as it should be. 
This is particularly true, I believe, on 
what we might call non-production jobs, 
such as economist, lawyer, accountant, 
claims agent, management analyst, pur- 
chasing agent, and other similar office 
jobs requiring creative work. 

Another important use of the rating 
system is the identification of employees 
capable of making more important con- 
tributions to the organization than their 
present jobs permit, the singling out of 
future supervisors or the unearthing ot 
employees in positions for which they 
are not adapted but who might be well 
qualified for different and perhaps bet- 
ter positions. Conversely, it should also 
furnish management with an index to 
the employees who should be first con- 
sidered for separation whenever re- 
trenchment is necessary. These em- 
ployees may be adequate for their posi- 
tions, but still not of the calibre that 





warrants their being retained in prefer- 
ence to others who are better qualified. 
The written standards of the job and 
the written evaluation of the perform- 
ance are extremely important in helping 
management make a true assessment of 
one ot its most expensive overhead 
personnel. 

The Hoover Commission in its report 
on the Organization of the Executive 
Branch of the Government was highly 
critical of the Efficiency Rating System 
in effect at that time. It found that it 
tended to undermine, instead of to 
strengthen, the relationship between the 
employee and the supervisor. The Sys- 
tem then in effect was based on use of 
a form which had 31 different elements 
on which the employee could be rated 
and it was difficult to differentiate some 
of these from others. The supervisor 
had to decide which elements were the 
important ones and this gave great lee- 
way to his judgment. There were five 
adjective ratings, varying from Excel- 
lent down to Unsatisfactory. I believe 
that under this system over 95% of all 
ratings were either Very Good or Ex- 
cellent. In many cases if an employee 
did not receive an Exeellent rating he 


costs 





sheet. 


the employee is unsatisfactory or outstanding. 


how work performance can be improved, etc. 


The space below is to be used in the situations described. 


1. For all employees receiving an over-all rating of “Unsatisfactory” or “Outstanding,” the rating official 
must supplement the element rating with a detailed statement of the respects in which the performance of 


2. In rating any employee, the rating official may supplement the element rating with comments to the em- 
ployee pointing out the employee's strengths and weaknesses, citing work especially well done, suggesting 





Outstanding 


Unsatisfactory rating approved by: 





© &. GOVERNMENT PRinTinG OFFICE 


If more space is needed, attach a separate 





(Date) 


(Title) (Date) 


(Date) 
16 #8762-1 








This is the reverse of the form on page 96. 
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MODERN offset is REcessED offset 


THe OFFice— 


Users of offset duplicators have found REcessED offset with 
A. B. Dick lithograph paper plates and masters different in four 
important ways. 
ONE — longer runs with sharp definition. 
TWO — easier corrections. 
THREE— more successful filing. That means greater fidelity 
in re-runs, ease in adding copy, changing copy and 
deleting copy. 
FOUR — marked superiority in resistance to finger prints. 


For more information without obligation, mail the coupon below. 


5 AB: DICK 


THE FIRST NAME IN DUPLICATING 


A. B. DICK COMPANY, Dept. 0-552 
5700 Touhy Avenue, Chicago 31, Illinois 


Send me information about REcessED Offset. 
NAME POSITION. 











ORGANIZATION___ 





ADDRESS__ 





CITY. ZONE STATE 





May, 1952 
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became disgruntled. One approach used 
by many supervisors was to determine 
the adjective rating he thought correct 
and then make the markings accordingly 
to reach this predetermined result. No 
interview was mandatory under this sys- 
tem and, in my opinion, this defeated 
almost completely its entire value to 
management, 

Congress, in 1950, passed a new act 
providing that each Federal department, 
with some exceptions, should establish 
and use one or more performance-rating 
plans for evaluating the work perfor- 
mance of its officers and employees. 
Plans had to be simple and provide 
ratings representing at least: (1) satis- 
‘factory performance; (2) unsatisfac- 
tory performance, to serve as a_ basis 
for removal; and (3) outstanding per- 
formance, given only when all aspects 
of pertormance not only exceed nor- 
mal requirements but are outstanding 
and deserve special commendation. The 
act also requires that proper perfor- 
manee requirements be made known to 
all employees and that performance be 
fairly appraised in relation to such re- 
quirements. The supervisor interviews 
the employee, with the written standards 
of performance before them for an- 
alysis and comparison. 

The act also provides for appraisals 


'to improve effectiveness of employee 
performance and strengthen the super- 


visor-employee relationship. Each em- 
ployee be kept currently advised of his 
performance and promptly notified of 
his rating. No employee shall be rated 
Unsatisfactory without a 90-day prior 
warning and a reasonable opportunity 
to demonstrate satisfactory perfor- 
mance. This gives him 90 days in which 
to bring his performance up to Satis- 
factory and insures that the supervisor 
will not rate him Unsatisfactory with- 
out pointing out to him specifie de- 
ficiencies. 

The present act emphasizes the effi- 
cieney rating system as a management 
tool to be used in determining work 
performance; to find out just how valu- 
able the individual employee is, where 
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he may be best placed and who are 
‘vapable of filling better positions as 
well as those who should be replaced 
when possible. 

It is a commonly accepted myth that 
government employees never quit and 
are never fired, but just die off. During 
the fiscal year ending June 30, 1951, 
17,288 employees were fired for various 
‘auses and an additional 17,039 were 
removed from the payroll by what we 
call in government “reduction in force.” 
This comes about when budgets are cut 
by Congress and personnel reductions 
are necessary to meet the reduced pay- 
roll. At such times the last efficiency 
ratings of employees are very impor- 
tant. Under the former system an Ex- 
cellent rating received 5 _ retention 
points; Very Good, 3; and Good, 1. 
Under the present system, Outstanding 
receives 5, and Satisfactory 1. Most 
present ratings, which were first used 
last year, were Satisfactory. Compared 
with former years when about 50% of 
all ratings were Excellent, on its face 
absurd, the current Outstanding rating 
is being used very sparingly, less than 
1% for the government as a_ whole. 
These ratings must be fully supported 
by complete documentation. 

As chairman of the committee respon- 
sible for reviewing these reeommenda- 
tions in my bureau, I know that these 
standards are being taken very seri- 
ously. The present system is working 
much better than the previous one and, 
as supervisors receive more training and 
experience in using it, I am confident 
it will become valuable as a real man- 
agement tool. One of its greatest ad- 
vantages is its simplicity. It has only 
four important elements and_ three 
ratings as compared with 31 elements 
and five ratings in the former system. 

There are at present about 60 differ- 
ent systems in effect in government as 
opposed to the uniform system which 
existed from 1924 until last year. All 
systems must be approved by the Civil 
Service Commission. It is hoped that 
after a few years trial another uniform 
system, based on the changes I have 
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Which copy was mimeographed? 


You're right. Both copies were mimeographed. And _ now this 
Yerolaroyaal(oco] imo] colette (160 ZolUMULY-Mkol [tile M-b 4-18 An dlalo Mo) am ole] ol-lamelale| 
card stock in sizes from 3 x 5 to 9 x 16 inches. 


In multiple colors...with lettering... with illustration... whatever 





kind of copies you want, you can produce them easily, economi- 
cally. MODERN mimeographing keeps step with your imagination. 

For a free portfolio of samples, mail the coupon below. 
A. B. Dick mimeograph products are for use with all makes of 
Uiicol elim ticlala| Melt] oliidehilarem clgeleltlagy 


PAB DICK 


oe ease cco te 





A. B. DICK COMPANY, DEPT. 0-552 

5700 Touhy Avenue, Chicago 31, Illinois 

Send me the free portfolio of MODERN mimeographing samples. 
ii cinseschiitceeniainacinniiiainamiipatieliniieaess iain aaa 

COMPANY 

ADDRESS 

CITY. 





We Ss BLN ens 
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don’t you cut office costs 


with Royal Electric? 


Do you want to get out more letters . . . more invoices . . 
more stencils ? 

Do you want to free typing-personnel for other work? 

In short, do you want to solve the riddle of high office costs ? 

Well —have you looked into the cost-cutting possibilities of 
Royal Electric Typewriters? 

No matter how many standard typewriters you use, there 
are special typing jobs that call for Royal Electric. 

Royal makes the finest, most rugged writing-machines ever 
built. They stay on the job longer with less time out for re- 
pairs. Royal Standard Typewriters are preferred 2% to 1 by 
girls who type, and with Royal Electric you get all the advan- 
tages of Royal Standard plus electric power! 

Perhaps the riddle of high office costs isn’t so hard to solve 


after all. The coupon will bring you full details. 
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Made ‘by the World's Largest Manufacturer of Typewriters 

ee ee ee eee ee ee ee ee ee ee ee 
STANDARD 
PORTABLE 
ELECTRIC 


Royal Typewriter Co., Inc., Dept. 419, 
2 Park Ave., New York 16, N. Y. 


I would like a copy of the brochure, “Picture of 
Progress,”’ describing the Royal Electric. 





COMPANY 





ADDRESS 


ee es 





| | 
| | 
| | 
| | 
| NAME | 
| | 
| | 
! ! 
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@ Give the Friden automatic Calculator 
your most complex figure-work...and 
watch it “think out” proved answers. 
Payroll, inventory and invoicing calcu- 
lations... percentage and interest... 
figure problems of engineering and 
production — all are processed swiftly 
by the Friden. 

Business firms and factories — large 
or small, and no matter how special- 
ized — become instantly more efficient 
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THE THINKING MACHINE OF AMERICAN BUSINESS 


makes figure-work 
ABC simple in 


office, factory. store 


Automatically 
it takes work 
out of figure-work 


when Friden takes over the figuring. 
Because the Friden does more kinds of 
figure-work with fewer operator deci- 
sions than any other calculating machine 
ever developed. 

No special operator training is re- 
quired to use the Friden. Time-savings 
quickly pay the cost of the machine! 

Figure on a Friden. Call in the Friden 
Man near you and learn Friden applica- 
tions to your business. Friden sales, in- 
struction and service available through- 
out the U.S. and the world. FRIDEN 
CALCULATING MACHINE CO., INC., San 
Leandro, California. 

© Friden Calculating Machine Co., Inc. 


THe Orrice—May, 1952 





pointed out, will be developed. 

In developing a system of evaluation 
it is important to make it as simple as 
possible, so that it can be easily under- 
stood by all. Complicated systems breed 
mistrust on the part of the employee 
being rated, and doom the system to 
failure. Employees must be convinced 
that they are being rated as objectively 
as possible. Complete objectivity will 
never be achieved in any system where 
the employee is rated by the person best 
acquainted with his performanee—his 


supervisor. It is necessary that a value 
judgment be made and there is no way 
of insuring that it will be entirely ob- 
jective. However, when the system is 
simple and understood by everyone; 
when the employee and the supervisor 
reach an understanding of the pertor- 
mance required on the job; when raters 
are trained to give the rating process 
the attention it deserves; and when top 
management gives its wholehearted sup- 
port, then you have the elements neces- 
sary to make the system a success. 





How to Increase the Posting 
Capacity of a Payroll Machine 


C. A. SANDERSON 
Cashier and Paymaster, Chicago Daily News. 


HE Class 2000 National Cash Regis- 
ter Model 145 printer and National’s 
Model 142 printer payroll machines 
have a maximum printing capacity of 
27 lines for posting earnings and de- 
ductions to employees earnings record 
cards. Most employers find it desirable 


to use one space between the first and 
second quarters for departmental trans- 
fers, adjustments, ete., or as a visible 
distinction between quarters. This 
leaves only 13 lines per quarter or 52 
lines per year available for posting 
earnings and deductions for employers 
who pay on a weekly basis. 

3ecause of this limitation a problem 
arises when there are 53 pay periods 
during the year or when an employer 
pays a year-end or semi-annual bonus 
by separate check. Under these econdi- 
tions some employers have used a folded 
earnings record card having four sides 
for posting. This type of ecard, how- 
ever, is cumbersome to handle, requires 
about twice as much filing space and 
costs approximately twice as much as 
a two-sided ecard. 

We have met this problem very suc- 
cessfully by devising a simple attach- 
ment which can be made from a small 
piece of sheet or serap metal and which 
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attached to the machine 
screwdriver. 

The device consists of an L-shaped 
piece of metal approximately 12” wide, 
1/32” thick and 234” long, with four 
holes approximately 1” in diameter 
and spaced 1/3” apart, drilled along 
its center beginning at a point approxi- 
mately 14” from one end. It is bent to 
approximately 70° at a point approxi- 
mately 133” from the first hole. The 
device is attached to the line indicator 
on the earnings record card printing 
table and serves as a guide or stop for 
the earnings ecard. 

3y means of the attachment the ma- 
chine will post 28 and even 29 lines on 
each side of a standard size earnings 
record card. The card must, of course, 
be ruled with one or two additional 
posting spaces such as the one shown 
on page 106. Your printer should be in- 
structed to do this when you order 
your year’s supply of cards. 

To attach the device to the machine, 
first remove the small screw holding the 
left side of the line indicator on the 
earnings ecard printing table. Place the 
attachment on the line indicator so that 
the hole nearest the bend is directly 
over the screw hole. Replace the screw 


‘an be easily 
using only a 
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Sketch of the metal attachment is shown 
above. The photo at right shows the attach- 
ment in place on the machine. 


and tighten securely. 

Insert the earnings record card in the 
usual manner but instead of sliding the 
ecard forward against the stop towards 
the rear of the machine, pull the eard 
towards you and against the attach- 
Ment. With the eard in this position, 
the machine will print on the space 
above the normal No. 1 line. Perfect 

gistration may be obtained by bend- 
te the device slightly forward or back- 
Wards. 


As mentioned above, it will be neces- 


sary to print an additional line on the 
earnings record card. This may be done 
readily on standard stock earnings rec- 
ord cards by moving the columnar head- 
ings up one space and using the space 
above line No. 1 for the first week’s 
posting of the first or third quarter. It 
is only necessary to use the attachment 
when posting the first week of the first 
or third quarter. Its use will not affect 
the machine operator’s speed. 
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AS Thon, 


“y- 
rs 


“You ask me why I never make the 5:08?” 
Theres a big difference 
in business forms, too ! 


(a difference in what they will accomplish for you) 


What is the difference between a Standard Register form and a 
“bargain buy?” Often, they look the same. But one gives trouble- 
free machine operation and the other causes exasperating delays. 

The difference is Standard’s workmanship and accuracy. 

You'll find a big difference, also, in the analysis and planning 
behind business forms — our techniques of Paperwork Simplifi- 
cation that assure you better-working papers. 

Let our Representative (consult your phone directory ) demon- 
strate the difference to you. The Standard Register Company, 
505 Campbell Street, Dayton 1, Ohio. 


STANDARD REGISTER 
) Business Forms and Uellzing Devices 


ORIGINATORS OF MARGINALLY-PUNCHED CONTINUOUS FORMS 
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PAPERWORK 
SIMPLIFICATION: 

What happens when better 
business forms are scien- 
tifically applied. 


A manufacturer using Form 
Flow Electric Registers re- 
duced costs for one depart- 
ment $13,000 annually.* 


A bank's trust department 
uses Kant-Slip continuous 
forms for daily ledger post- 


A television corporation 
handled a 71% increase in 
business with 40% less 
clerical help using a 
Standard Register Unit Zip- 
set System!* 


Standard Register's Dual 
Feed, on an electric type- 
writer, cuts billing time in 
half.* 

*Name and full story on re- 
quest. Write Standard Reg- 
ister. 
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The new 


Plant and Offices 


/HE front portion of the above 
[ asain is two stories high and 

houses executive offices, research 
laboratory, cafeteria and general offices. 
Constructed of masonry, steel and con- 
crete, the building is 200 by 480 ft. with 
130,000 sq. ft. of floorspace, on a land- 
scaped 12, acre site. Air conditioning, 
needed for quality controlled products, 
is installed also in the office area. The 
single story factory section contains the 
latest machinery for manufacturing 
whiteprint and blueprint papers, films, 
tracing cloth and tracing paper. 


fp 


Above: One of the new 

machines for treating 

and sensitizing special- 

ized reproduction prod- 

ucts in the new Bruning 
plant. 


Left: Accounting and 
billing department in 
the new building of 
Charles Bruning Co. 
Furniture is gray, walls 
are pastel green, floors 
are brown asphalt tile 
and ceilings are cov- 
ered with soundproofing 
material. 
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Are the scenes at the left familiar? 


One girl at the Thomas Collator pic- 
tured below can match the production 
of as many as four girls “gathering” 
manually. 


lf this saving interests you, please write 
us for brochure "O" and the full story. 

















iz OmMAS Collate 


specialists in paper gathering 
30 Church Street « New York 7 « Digby 9-2270 


THe Orrice—May, 1952 109 





How Far Away Is 
The Automatic Office ? 


From a report submitted to Prof. Georges F. Doriot, Harvard Graduate School of Business 
Administration, by William L. Alden, James D. Cleminshaw, Earl I. Dinsmore, Douglas W. 
Maclay, Gilbert H. Pearsall, David H. Williams and John C. Windsor, Jr., group leader. 


HY is there such a large gap be- 

tween present-day electronic com- 

puter techniques and their success- 
ful application to the handling of routine 
clerical operations? Before being too 
critical of the progress which has been 
made in developing a computer for 
business purposes, it must be remem- 
bered that only six years have elapsed 
since the first electronic computer was 
completed. A tremendous amount of 
basic research and development work 
has been accomplished in this field in a 
very short time. Therefore, the entire 


@omputer industry is still in its infaney, 
‘and as such is suffering the pangs of 
a rapidly growing technology. 

Perhaps one of the greatest handi- 


caps which the computer faces is the 
Innate complexity of the machine itself. 
How dependable is it? What would the 
Company do if it broke down? How 
Would information be fed into and out 
of the machine? How could a company 
be certain that its records were being 
Maintained properly? These are just a 
few of the many questions which must 
be answered before a computer for 
business will be commercially practica- 
ble. 

A basie reason for the lag in com- 
puter application is the fact that every 
computer built to date has been de- 
signed originally for scientific purposes. 
In other words these computers have 
been built to handle mathematical equa- 
tions varying from fairly simple work 
to complex differential equations. The 
requirements of a computer 
are vastly different than those of a 
scientific instrument. The major dif- 
ference lies in the volume of input and 
output data which must be handled. A 
mathematical equation 


business 


consists of a 


110 


small number of input and output facts 
and a very large number of interme- 
diate arithmetical calculations. Business 
requires just the opposite, a tremendous 
volume of input and output data in 
terms of purchase orders, sales invoices, 
specifications, bills, reports, ete., with 
comparatively little calculation required. 
Therefore, a business computer is less 
of a computer, in the caleulating sense, 
than it is a massive memory device with 
input and output units relatively more 
important than the calculating mechan- 
ism. 

The claim is often made that the 
reliability of the computer is not good 
enough for most business purposes. 
Tube failures in the arithmetic unit are 
the cause of much down time, but the 
use of germanium diodes and junction 
transistors may overcome a good deal 
of this difficulty. By using preventive 
maintenance and building checking cir- 
cuits into the computer it is possible 
to almost eliminate the possibility of 
an arithmetic mistake going undetected. 
A far more important problem for busi- 
ness computers is the reliability of mag- 
netic storage. This problem is under- 
going intensive development work and 
it appears that there is a good chance 
for improvement in this area. 

Another major source of error oc- 
curs during input. The raw data may 
be entered incorrectly. Such a possi- 
bility necessitates a complicated system 
of visual, statistical and_ electronic 
checks to assure accuracy, and these 
devices all tend to slow down machine 
operation. It is almost certain that 
businessmen initially will want a stand- 
by machine since reliability at present 
is somewhat of a question mark. There- 
fore, the problem of selling the idea of 


THe Orrice—May, 1952 





To make your work look better... 
Make You look better... Always use 


ONGHORN 


CARBON and 
RIBBONS 


You'll get praises from the boss— 
you'll look sharp, be sharp— 
when you use Longhorn Carbons 
and Ribbons. They give your 
work that extra sharp, extra élean 
neat appearance that wins friends 


and influences raises! 





Longhorn Carbon is made in the 
exact weight and finish to suit 
your style...Longhorn Ribbons 
have six degrees of inking—one 


of them just right for your touch. 


Boost your work and boost yourself-—ask 
your office manager to buy Longhorn 


Carbon and Ribbons for your office! 


Have You Sent for 


Your Copy of 
WHAT'S YOUR BRAND? ra 
re a bel | WzCO 


somely illustrated little 
booklet giving unusual 


fects ebeut fomous, AMERICAN CARBON 
brands. We'd be pleased 


to mail you a copy at PAPER MFG. co. 


your request. 








Many girls once beautiful, 
Are now just nervous wrecks 
Because they filed without the help 
of OXFORD PENDAFLEX! 


Oxford 
PENDAFLEX 


HANGING FOLDERS 


FOLDERS HANG 
ON FRAME 


FRAME 
FITS IN 
FILE DRAWER 


INSTANT REFERENCE 
TO EVERY FOLDER! 





a © wee eee eee ee seer esee “<< 


OXFORD FILING SUPPLY CO., INC. 
Clinton Road, Garden City, N. Y. 


Send us your Pendaflex Catalog, 


and name of nearby Pendaflex 
dealer. 


Name 





Company. 





Address 





City State 
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electronic bookkeeping may be even 
more difficult than at first supposed be- 
cause of the increased investment re- 
quired. 

One of the biggest reasons for the 
unavailability of a business computer is 
the simple fact that nobody connected 
with the computer field has analyzed the 
clerical needs of business. Rather, com- 
putermen have been waiting for indus- 
try to make the first move. 

Over 90% of computer research has 
been finaneed by the Federal govern- 
ment and as a result these machines 
have been designed for specific govern- 
ment purposes. Among these are com- 
puters for fire control, for the simulated 
flight of aircraft and guided missiles, 
for the census bureau, and for many 
other specialized functions. The impor- 
tant facts are that the computers were 
tailormade for functions having little in 
common with business problems, that 
the men who developed them had little 
knowledge of business problems, and 
that therefore the natural result was a 
machine not suited to business pur- 
poses. The abortive attempts of some 
manufacturers to pass off models of 
these machines as capable of handling 
clerical problems economically have led 
to a reluctance on the part of certain 
large industries to accept computer sales 
talk at its face value. 

Another factor is that too often in- 
dividual companies do not make a sys- 
tematic overall analysis of their routine 
and clerical functions. They do not 
really know what they want. They think 
too much in terms of their present 
routines and thus it is very difficult for 
these companies to give an accurate pic- 
ture of their needs to a computer manu- 
facturer. Up until now only a very 
few specific groups have been inter- 
ested in systems analysis. These have 
been primarily the large life insurance 
companies, mail order houses and the 
large department stores. Until more 
industry groups become interested in 
the possibilities of this field, the de- 
velopment of such machines will be 
slow. There is evidence, however, that 
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See for yourself! See the Gray 
Aupocrarn exhibit (Booths 111-113) 
at the Convention of the National Office 
Management Association, San Fran- 
cisco, May 18-22. 


One Gray AvupocrapuH plastic disc 
holds over an hour’s dictation. That's 
more than 28 typewritten pages—a 
record no other dictating machine 
can touch! 

Join efficiency-conscious users every- 
where who are putting time to more 
profitable use with versatile Gray 
AupoGRAPH. Simply soundwrite 
memos, sales reports, conferences and 
correspondence. Your office output 
will increase 30% ... and your sec- 


AUSOORAP 


AUDOGRAPH cales and service in 180 U.S. 
cities. See your Classified Telephone Direc- 
tory under “‘Dictating Machines.”’ Canada: 
Northern Electric Company, Ltd. Abroad: 
Westrex Corporation (Western Electric 
Company export affiliate) in 35 countries. 

TRADE MARK “AUDOGRAPH™ REG. U.S. PAT. OFF 
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retary will be free for other impor- 

tant work. 
AUDOGRAPH’S operation is unbe- 
lievably simple. One flick of a finger 
and you're recording. Discs are feath- 
erweight, easy to file and can be re- 
surfaced for reuse up to 50 times. Ex- 
clusive electromatic index warns your 
secretary of approaching corrections, ends 
of messages. Tone control allows full treble- 
to-bass range, keeps recording voice clear. 


AUuDOGRAPH is made by The Gray Manufac- 
turing Company — established 1891 — origi- 
nators of the Telephone Pay Station. 


The Gray Manufacturing Company, Hartford 1, Conn, 
Send me Booklet R-5-—‘*Manpower Starts With You!” 








Sail 








Frazzied! 


It’s obvious that Al Ocsorf is on the ragged 
edge! ‘That's because figure work and record 
keeping in his company have doubled and 
tripled. No need for you to have frayed nerves. 
Just depend on Comptometer machines and 
methods to save you time, temper, and money! 


The world-famous Comptometer Adding- 
Calculating Machines have the exclusive three- 
way Error Control that absolutely eliminates 
mistakes caused by faulty stroke. Other im- 
portant features, too —that give you unparal- 
leled speed, accuracy, and ease of operation: 


Floetiag Touch — puts wings on fingers! Operator works at 
top spéed with minimum of effort. 


Instantaneous Answer Registration —no dclays; no old-fashioned 
cranks @r levers; no extra motions. 


Easy-te-Read Answer Dials —no confusing zeros shown to 
left of answer. Big ‘boxcar’ numerals. 


Decimal Points in Natural Position —convenicntl) 
numbered by column. 


And so easy to use! Anyone in your office can 
operate a Comptometer 


Call your nearest Comptometer Representative today. 
He'll show vou what the new machines can do for vou. 


COMPTOM ETER 


ADDING-CALCULATING MACHINES 

(electric and non-electric models) The Duat-Action Comptometer 

(one machine with the advan 

Made only by Felt & Tarrant Manufacturing Co.. 

and sold exclusively by its Comptometer Division, 

1715 North Paulina Street, Chicago 22, Illinois. 
Offices in all principal cities. 


tages of two) is one of four 
new Comptometers. Electric 


and non-electric models. 





interest is increasing and articles on 
this subject are now appearing more 
frequently in the public press. 

An important problem affecting the 
adoption of computer techniques is cost. 
Most work is still in the development 
stage, and manufacturers and designers 
dislike making any predictions of pro- 
duction costs. It is estimated 
central records setup for a department 
store could be built for $300,000, but 


this estimate is without actual produe- | 
Another company has | 
estimated that a machine to perform | 
the function of inventory control for | 
for $30,000 | 


tion experience. 


1,000 items could be built 
to $40,000. We have been unable to 
come any closer to costs than this and 
have therefore not emphasized this as- 
pect. 


While there is some doubt 
magnitude of the cost savings, there is 


little doubt that savings are certainly | 
possible to some extent in the following | 


areas: clerical salaries, space 
capital and inventory turnover, and 
more rapid accessibility of operating 
information. 


to be seen. 


One ot the difficulties encountered in | 


the development of computers is the 
feeling that still more technological de- 
velopments are in the immediate offing. 


This type of thinking leads to a relue- | 


tance to standardize, to arbitrarily 


freeze a design at some stage and put | 
However, most de- | 
basic ele- | 
ments of computer design are available | 
in-a form which warrants production. | 
Certain developments such as the tran- | 
sistor will come along but these changes | 
will not obsolete machines built on pres- | 


it into production. 


now agree that the 


signers 


ent technology. Fortunately more and 
more companies are showing a tendency 
towards this way of thinking. Only in 
this way can mass production economies 
he achieved thereby lowering the price 
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that a | 


It will not be possible to make | 
an intelligent estimate of cost savings | 
until more development work is done. | 
as to the | 


costs, 


Whether such savings will | 
be sufficiently great to enable electronic | 
methods to achieve the widespread usage | 
of present mechanical systems remains | 





sen ng W. FABER Biel Columbus 1492 Misuse N22 


TWO ftw 


Stan 


ON YOUR OFFICE TEAM 


7077 and 


70778 


For Pencil and 
Carbon Paper 
Marks. 


The All-American 
office team of 
COLUMBUS 1492 
pencil and wood- 
encased EraserStik 
7099 and 70998 
(with brush) now 
has 2 new members 
EraserStik 
7077 and 7077B— 
the new, better 
way to erase lead 
pencil and carbon 
paper marks. In- 
sist on original 
EraserStik. Accept 
no substitutes. 
Order from your 
Dealer today. 


}u.s.a.7077 B 


V.S.4..7207 7 


iL ERASING 


FOR PEN 


(LW) FABER-CASTELL 


PENCIL COMPANY 


N( 


NEWARK NJ 
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ON RECORD POSTING 
WITHOUT MACHINES! 


Punched cards pay off with E-Z Sort. 
Organizations throughout the country, 
are profiting by this extremely simple, 
_low-cost method. For production con- 
‘trol, inventory, sales, payroll, credits, 
E-Z Sort is fast and 
Only tool is a simple hand 


research, etc. 
accurate. 
rod. System is easily handled by any- 
Our 


nearest office will gladly demonstrate; 


one, at desk in office or plant. 


or write us for details. 





E-Z SORT 


SYSTEMS, LTD. 
45 Second Street 
Dept. 52 
San Francisco 5, California 


i 
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A few valuable territories open 
to qualified Systems Engineers. 





and making electronic 
generally available. 

Legal requirements may cause some 
trouble for the computer. Original 
orders will have to be kept on paper 
as well as in the computer memory. 
Basic documents for outside contact 
such as purchase orders, contracts, du- 
plicate billing, ete., will have to be kept 
in case of a computer memory failure. 
However, the computer will still elimi- 
nate the majority of internal paperwork 
and it is here that the greatest saving 
to business will be realized. 


equipment more 


As systems analyses of different in- 
dustries become more common, it ap- 
pears certain that various functions 
will be found which are common to all 
industries. However, there will be many 
business requirements which vary aec- 
cording to industries, and _ still others 
that will vary in accordance with the 
needs and idiosynerasies of individual 
company management. The first two 
groups of business needs can be de- 
termined fairly easily but the last, of 
course, cannot. The computer manu- 
facturer must therefore develop a ma- 
chine that ean perform all of the pro- 
cedures and routines of any industry yet 
still be flexible enough to be fitted to 
the particular needs of an individual 
company. The opinion of the computer 
industry is divided upon the answer to 
the question of whether a eomputer 
should be designed as a general purpose 
machine, able to handle all functions, 
or whether computers should be built 
to handle only specifie jobs such as ac- 
counts receivable or inventory control. 

Arguments in favor of a general pur- 
pose computer are several. First, such 
a computer would be designed to do a 
complete job. There would be no loose 
ends or partially automatized areas. 
Seeond, an all purpose computer would 
do away with the duplication of con- 
trol and arithmetic units which would 
probably occur if each function were 
handled by a different unit. Third, the 
time of the machine could be used to 
greater advantage. Since all functions 
would be handled by the computer, it 
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MOST DURABLE OF RING BOOKS 
NEOLITE, a material of modern science, is now applied to @ Ring Books. 
NEOLITE has the rich appearance of fine, genuine leather and is famous for 
outwearing leather. Its toughness and durability have been proved through its 


long use for shoe soles. 


NEOLITE is waterproof, will not dry out, crack, or become stiff. It makes a 
flexible cover ring book that will stand up under the roughest kind of use and 
yet retain its newness of appearance. Adaptable to cover decorations. 


The 3-ring mechanism, equipped with opening and closing triggers, is bound 
into the one-piece flexible covers by grip-style binding back. This construction 
coupled with NEOLITE covers provides the most durable ring book made. 


For Full Information, Use the Coupon Below 


anip For Dependable Quality 
paison@er20ne3] Look for this Trademark 


14 | To) BN [o) | t- a Ofer 


122 E 23n0 ST 
NEW YORK 10.N_Y 


3300 FRANKLIN BLVO. 
CHICAGO 24. iLL 
CAMBRIOGE 


KANSAS CITY SAN FRANCISCO 


WILSON JONES CO., Chicago 24, Ill. 


Please Mail Full Information On Neolite 
Ring Books. 


Company 
Address 
City and State 


Our Stationer is: 








Now Carter brings you 


IN 7 POPULAR, TOP-QUALITY BRANDS 


Carter's extra-length Super Nylon Ribbon 
made typing history. Now you can buy Carter's 
famous Nylons in standard lengths in your 
favorite Carter brand. 

Try Carter’s Nylon Ribbons . . . in extra- 
length or in standard-length styles. You'll find 
that letters look neater . . . more businesslike 

. more efficient. You'll save time because 
Nylon lasts longer, and that means fewer rib- 
bon changes. You'll save money because Nylon 
provides more wear per dollar than any other 
ribbon fabric. You'll be glad you switched to 
Carter’s Nylon Ribbons—featured by your 
town’s leading Stationers and Office Outfitters. 


Carter's Super Nylon Ribbon is 
an extra-length, extra-wear ribbon 
that’s worth every cent of the extra 
cost—and more. 
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THE 


choice in in Mal Ribbons 


y 


“IM YLOY 


Litt eeor 


; All 7 Carter Nylon Ribbons offer— 


“c ’ , a : 
AP 6 POT @ Carter’s exclusive Silvertip clean- 
end to prevent smudged fingers. 
@ Choice of—Black Record—Blue 
Record—Black and Red Record 
Bicolor—Blue and Red Record 
Bicolor 
@ Choice of inking—Medium or 
Expert 
@ Spoolings for all popular 
typewriters. 


Carter’s Type Cleaner 


@ Top-quality, quick-acting fluid 

@ Bottles that fit in desk drawers 

@ Efficient applicators 

@ Airtight seals prevent evaporation 

@ Attractive blue glass bottles 
individually packaged 


Carter’s Nylon Ribbons will produce even sharper, 
finer letters when typewriter keys are clean. 
Carter’s highly efficient Type Cleaner dissolves 
and cleans away old ink .. . quickly and easily! 


THE CARTER’S INK COMPANY 


Cambridge 42 - Boston, Massachusetts 
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PUSH-BUTTON MULTIPLICATION 


makes the job go 
EASIER-SURER- FASTER 


EASIER —because Marchant saves at least 
one step in every multiplication. 
SURER—because Marchant is the only 
American-made calculator with dials for 
verifying the keyboard entry. 
FASTER—because Marchant not only 
requires fewer operations in multi- 
plication, it operates efficiently at 
speeds ranging up to twice 
those of any other calculator. ; 
Since more than half of all calculator . PUSH-BUTTON MULTIPLICATION 
work is multiplication, the obvious choice Enter multiplicand in keyboard. 
among calculators is the one that multiplies Answer appears simultaneously 
gam, easier, surer, faster. Ask the as multiplier is entered in Auto- 
q: a Marchant Man in your phone book to matic Multiplier. 

~ prove this statement on your own work. ‘ 











—_ 


GUIDE TO MODERN FIGURING METHODS 
ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [] } AMERICA'S FIRST 
MARCHANT CALCULATING MACHINE COMPANY : 

: CAKLAND &, CALIFORNIA 05 : 
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could be kept busy for longer periods | 
than would be the case if it were only 
handling one specific problem. Fourth, 
by standardizing on one all purpose de- 
sign, mass-production economies could 
be possible resulting in a lower selling 
price and easier maintenance. Lastly, 
the installation of a general purpose 
computer would necessitate a complete 
systems analysis of an office and would 
therefore probably result in a more in- 
tegrated system than would develop if 
the problems were approached piece- 
meal. 

Though the arguments for a general 
purpose computer appear convineing, | 
there is a school of thought which be- 
lieves computers should be designed to 
perform specific functions rather than 
all functions. The proponents of this 
argument claim that a computer de-| 
signed to perform a specific function | 
will be able to do a very good job on| 
that function and will not be encum-| 
bered by equipment necessary to per- 
form other duties. It will not be forced 
to operate below its most economical | 
speed in order to accommodate other 
operations. In case of the failure of a| 
unit, only the function involved will be 
affected. The remainder of the routine 
work can continue whether it is done 
manually or by another computer. Com- | 
puters designed for specific functions | 
can be used simultaneously, and _ both | 
inventory and accounts receivable func- | 
tions can be accomplished at the same | 
time. This is not possible in the general | 
purpose computer because of the limita- | 
tions of the arithmetic and control units. | 
In addition, computers designed for a 
specific function need not be purchased | 
piecemeal. They can be a part of an| 
integrated plan and they have the addi- 
tional advantage of flexibility. They can 
be applied to problems in the order of 
the savings possible and this factor is| 
important to the businessman who will | 
install them. 

We believe that the future evolution | 
of the application of computer tech- 
niques to clerical routines will follow 
the latter course, i.e., computers design- 
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“The 
Flo-master 
is a ‘Must’ 
in our 
office!” | 
—writes an Office Manager ¥ 


YES, this ‘miracle pen with the FELT Tip” 
does countless jobs in the busy office—does 
them faster and better. Here are just a few: 


© addressing cartons, packages, 
crates, etc. 


indexing file folders, filing 
cabinets 


marking transfer files, 
packages for storage, lockers 


* making charts, maps, signs 
© advertising layouts, sketches 


The Flo-master writes on any 
surface — metal, glass, cello- 
phane, plastic, wood, paper— 
producing lines from a hair's 
thickness to a quarter-inch. 
Flo-master Inks (in 8 colors) 
are instant-drying, waterproof, 
smudge - proof. Order from 
your stationer or write to 
Cushman & Denison Mfg. Co., 
Dept. O-3, 153 West 23rd St., 
New York 11, N.Y. 





Flo-master 


The “Miracle” Pen _¥. 
with the FELT TIP> — © 


4 








| ed for specific functions. This will be a 
| more gradual development than the in- 
| troduction of the general purpose ma- 
| chine. Improvements can be incorpo- 
rated as more machines are added, and 
mistakes can be corrected. The indi- 
vidual computers will not give rise to 
problems concerning the transfer of in- 
formation because they can be electrical- 
ly interconnected as the system develops. 
Finally, it appears to us that the grad- 
ual progress of this type of development 
will make the education of consumers 
much easier. Successful installations 
will not have to wait upon a machine 
that does everything well, and therefore 
financial outlay will probably be in the 
area of $50,000 to $100,000 rather than 
$1,000,000. This fact will enable me- 
dium size as well as large concerns to 
experiment with the application of com- 
puters. 

While we have written this report 
from the viewpoint of automatizing the 
office routines of a manufacturing plant, 
we believe that computers will not be 
applied to manufacturing companies 
| first because the problems of paperwork 

have not yet assumed prominence in the 
minds of manufacturing executives since 
office routines do not constitute the 
major portion of their costs. However, 
| as it becomes more difficult to lower the 
| cost of manufacturing operations, more 
attention will be devoted to lowering 
office and administrative costs. 


— thousands 


han city storage 
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e costs much 
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mess 


For the present, it appears as though 
companies in which paperwork consti- 
tutes the main cost will be the first to 
install office computers. Among these 

|are the life insurance companies, de- 
partment stores, and mail order houses 
| Which are already investigating installa- 
tions. Onee applications in these fields 
| have proved successful, the manufactur- 

ing executive will be more encouraged 
to investigate their possibilities in man- 
ufacturing industries. 

We have indicated in this report that 
it should be possible to apply the prin- 
ciples of electronic digital computers 
to the handling of business records and 

| routines in the near future. The adop- 
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u 7 QUITE 
/-ER-CANT Q 
make THIS OUT. 1 THINK 


ITs $1665." : 


sr cost ME A SALE. 


List ALMO 
UqHAT BLURRY oe quar Now OUR SALESMEN AND 


so IvE SEEN EAR, READABLE PRICE 


“ ye 
apices HAMMERMILE mime0- BONO 





Your mimeographed mailings will be sharp and easy 
to read on Hammermill Mimeo-Bond. It produces 
5,000 or more clean, legible copies from a single 
stencil, comes in white and seven distinctive colors. 
Send the coupon for a free sample book and helpful 
Hammermill idea book, “Better Stencil Copies.” 


You can obtain business printing 
on Hammermill papers wherever 
you see this shield on a printer's 
window. Let the Guild sign be 
your guide to printing satisfaction. 


pAMMERMIL, Hammermill Paper Co., 
1463 East Lake Road, Erie 6, Pennsylvania 
MIME O-BOND Please send me—FREE—the sample book of Ham- 


mermill Mimeo-Bond and a copy of “Better Stencil 
HAMMERMILL MIMEOGRAPH PAPER Copies’ to help me get the best out of my stencil 
s duplicating equipment. 
} ame Chia ssetuear 
Position . 
Mele @ice) MC MP ei ELL! TIS ( Please attach to, or write on, your Ousiness 


HAMMERMILL’S WORD OF HONOR TO THE PUBLIC letterhead. ) 
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"9ts Nlo Secret”... 


142 ST — 42” x 


"Worden 


SECRA-TYPE Desk 


» QUALITY 
» ECONOMY 
» EFFICIENCY 














252 ST — 52” x 32” 





“The Products of Craftsmen”’ 


}, Write for New Catalog 
é 


Worden Company 


200 East 17th Street @ Holland, Michigan 





tion of these techniques awaits not only 
technological developments, but an 
awakening of managements to the need 
for systems analysis and of the com- 


| puter industry to the specialized _re- 


quirements of business. The innovations 
possible through the use of these prin- 
ciples will come about as an evolution 
rather than a revolution. The practical 
development of the machine we have 
visualized will be slow, and therefore 
the computer industry must guard 
against the premature adoption of in- 
adequately designed equipment which 
would permanently prejudice business- 
men against the use of computer princi- 
ples. 
| The change in office procedures which 
| this development suggests will have 
effects beyond the mere automatization 
of routine work and the consequent cost 
savings. Executives will have available 
2 greater number of more detailed re- 
ports on which to base their decisions. 
Public accountants will have to be 
familiar with the techniques of the com- 
puter so that bookkeeping procedures 
can checked and errors corrected. 
Some people feel that the automatic 
office will cause a crisis in the white 
collar class and result in extensive un- 
employment. Others feel that, because 
of the evolutionary nature of the change, 
former white collar workers will be ab- 
sorbed in other jobs created by the in- 
| dustrial expansion of the computer age. 
| One fact seems obvious: the adoption 
| of the automatic office, as it gains mo- 
| mentum, will certainly be the basis of 
one of the major changes in human 
society. 


Copies of the complete report titled ““The Auto 
matic Office’ can be had for $5 a copy from 
William L. Alden, Harvard Graduate School of 


Business Administration, Cambridge 38, Mass. 


Volunteer speakers are saving thousands of 
lives by showing employees what they can do 
to protect themselves and their families 
against death from cancer. For information 
write the American Cancer Society, care of 
your local Post Office. 
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ALLEN’S 97lodern OFFICE AIDS! 


Your stationer has these fine Allen Products, known from coast to coast! 


Allen also makes top quality carbon-paper-ribbons for IBM, Varityper, etc. 
Developed in our own laboratories by our experts and sold by better dealers 
everywhere! 


STATIONERS & DEALERS: Choice territories and dealerships are available. 


Write today for full information. 


ALLEN & COMPANY 


Manufacturers of Famous “Alco” Products: Carbon Paper, Inked Ribbons, etc. 
11-15 VANDEWATER STREET, NEW YORK 38, N. Y. 


FREE ‘ ALLEN & CO. 11-15 Vandewater St., New York 38, N. Y. 
' Please send me FREE SAMPLE OF Wearweb Carbon. 
for your free sample ae 
of the marvelous | Firm Name 
Wearweb Carbon. ee yt nani Cnet ae Menem nC mame DT Ty 


A Bet Rg Ns 8 


Send Coupon today 
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NEOLITE RING BOOKS 


Wilson Jones Co., 3300 Franklin Blvd., 
Chieago 24, Lil, has brought out a ring 
hook with Neolite which has 
the rich fine leather but 
which leather. Its 


have 


covers of 
appearance of 
will outwear 


durability 


tough 
and 


ness been proved 


through its long use for shoe soles. Neo- 


lite is scuff-resistant, will 
mot dry out, crack or stiff. It 
Makes a_ flexible ring book that 


will stand up under the roughest use and 


waterproot, 
become 


cover 


yet retain its newness of appearance. It 


is adaptable to various processes of cov- 


er decoration and makes an excellent 


eatalog binder, sales or 


Full 


service manual. 


information from above address. 


REMOTE DICTATING SYSTEM 


Mfg. Co., Hartford 1, Conn., 
makes the PhonAudograph for economi- 


Gray 


eal use by occasional users. The dictator 
has a private telephone line between 


himself and his secretary which he can 


126 


talk through without using the regular 
telephone system and no one ean listen 
in. Push button control allows unlimited 
listening back so the dictator can pick 
up his trend of thought or review what 


he has dictated. He can listen back as 
far back and as many times as he wishes. 
There is similar control to indicate cor- 
instructions to the 
transcriber. Anyone who can use a tele- 
phone can dictate with this equipment. 


rections or special 


THe Orrice—May, 1952 





The dictator talks into a phone on the 
base of which there are four push but- 
tons labelled: Listen, Correction, End, 
Attendant. A light on the base indicates 
when the system is available for use. To 
dictate, press the control button on the 
handset and talk. To review, touch the 
Listen button; each touch allows hearing 
an additional sentence or two beginning 
the last few. Machine returns auto- 
matically to correct recording position 
when dictation is resumed. If the user 
hangs up after listening to any portion 
of playback, machine is ready for use by 
any other dictator. Pressing the Correc- 
tion button perforates an index strip on 
the transcriber’s machine in her office 
so she knows exactly where she will find 
the instructions. Whether user pushes the 
End button or hangs up, index strip 
is automatically perforated to indicate 
the end of letter or message. Automatic 
signals tell typist when to change discs 
and dictator knows when not to dictate. 
Dictator can also use system as inter- 
com to talk to his secretary by using At- 
tendant button. An automatic switch 
prevents this conversation from being 


recorded. Secretary is warned if for any 
reason dictation is not being recorded. 


LETTERHEADS 
Office Service, Rising Paper Co., Hou- 
satonic, Mass., offers a free portfolio of 
New Letterheads of the Month which 
contains actual samples of printed, en- 
graved and _  lithographed letterheads 
chosen for their good design. The collee- 
tion of letterheads is different each 
month and in the course of a year will 
include practically every type of busi- 
ness, The series can be received monthly 

by writing the above address. 


SPIRIT DUPLICATING SUPPLIES 

A. B. Diek Co., Dept. 0-552, 5700 W. 
Touhy Ave., Chicago 31, Ill., offers free 
samples of their Cleen-Seal Master Sets 
and a complete catalog of their line of 
duplicating supplies which now cover 
three processes: spirit, offset and mimeo- 
graph. A. B, Dick Cleen-Seal spirit car- 
bons and master sets insure stainproof 
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handling with carbon deposits locked-in 
beneath a protective metallic coating 
over the carbonized surface. The metal- 
lie coating also seals the edges of the 
carbon sheets for clean handling. Mas- 
ter sets and spirit carbons are made in 
conventional purple and brilliant red, 
blue, green and black. All are designed 
to assure clear copies and to provide a 
large number of copies. A. B. Dick 
also offers a complete line of impression 
papers for mimevugraph, spirit and offset 
duplicating. Future plans include the 
marketing of new duplicating equipment 
for both spirit and offset processes. 


TYPE-COMPOSING MACHINE 

Filmotype Corp., 60 W. Superior St., 
Chicago 10, Ill., announces the Filmotype 
machine for photographically composing 
tvpe for offset, photographie and lette:- 
press duplicating. It produces sharp, 


clean proofs in all popular type styles 
from 12 pt. to 144 pt. Weighing less 
than 40 Ibs., the machine can be used 
by anyone after a few minutes instruc 
tion to set type at an approximate cost 
of 5e for a 12” line. Machine can be 
operated in a normally lighted room and 
type proofs can be made on film or 
paper. The type fonts are strips of film 
negatives with all characters and over 
15 fonts can be inserted into the ma- 
chine for intermixing characters in the 
same word or line. Absolute justification, 
letterspacing and cutting-in are con- 
trolled by operator for quality typog- 
raphy. Over 250 type fonts including 
italics and seripts are now available and 
more are being constantly added. Users 
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may design their own type and the com- 
pany will make fonts for their exclusive 
use, including ete. 
Screen tints are also available for spe- 
cial effects. Illustrated brochure show- 
ing machine’s operation can be had from 


symbols, logotypes, 


above address. 


SAFES 
Mosler Hamilton, Ohio, 
makes the 400 A-Label fire-resis 
tant safes with Counter Spy dial. No 


stooping is necessary to use dial because 


Safe Co., 


Series 


numbers are on the 
upright, the 


the combination 


dial’s edge. By standing 








user’s body shields the dial from over- 
curious and guards against the 
combination being easily read. A stain- 


eves 


less steel shield covers most of the dial’s 
circumference to prevent anyone getting 
a side view of the numbers. The safe’s 
handle is designed to rest in a horizontal 
position since motion studies proved this 
position easier to use. A detachable skirt 
and it 
can be easily removed for cleaning pur- 
The A-Label will 
protect its contents when subjected to 
2000° fire exposure, 30-ft. drop or impact 


enhances the safe’s appearance 


poses, means the safe 


and against explosion hazard. It can be 
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had with built-in burglary-resistive 
money chest. The safe’s lock has a mil- 
lion possible combinations and a thermo- 
statically controlled, insulated valve door 
which automatically seals interior when 
temperature reaches 165° F. 


LIGHT HEADSET 

Div., Telex, Ince., 
Telex Park, St. Paul 1, Minn., makes 
the Telex Dynaset, an addition to the 
line of Telex headsets. Its comfortable, 
under-the-chin styling and light weight 
(1.25 oz.) permit wearing all day with- 
out fatigue or discomfort. Among the 
Dynaset’s additional features is a higher 
fidelity range, permitting more exact 


Kleetro-Acoustie 


reproduction of highs and lows of speech. 


The Dynaset is suitable for office tran- 
machines, phone-order boards 
communications of aii 


seribing 
and commercial 


kinds. 


TYPING-COST GRAPH 


International Business Machines Corp., 
Dept. OF-2, 590 Madison Ave., New 
York 22, N. Y., offers a free comparative 
cost graph, estimating savings that can 
be made by replacing manual typewrit- 
ers with IBM Electric Typewriters. The 
graph charts the monthly cost of a typ- 
ing station using a manual typewriter 
against one using an IBM Electric Type- 
writer. Typist’s salary and cost of sup- 
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plies are equal in both cases, and both 
machines are depreciated over five years. 
Allowance is made for machine mainte- 
nance. The graph shows that 2.2% in- 
crease in production pays the added ex- 
penditure for the IBM Electrie Type- 
writer, and any greater increase repre- 
sents savings for the user. Users of 
electric typewriters have reported in- 
creased production ranging from 6% to 
as high as 50%, according to the type of 
work done. The graph illustrates poten- 
tial savings with increases of 10%, 15% 
and 25%. 


DICTATING MACHINE 
American Dictating Machine Co., 65 
Madison Ave., New York 16, N. Y., an- 
nounce the Rex-Recorder dictating ma- 
chine which records magnetically. Mag- 
netic recording is free of surface and 
background noises and the dise is eras 


able for unlimited re-use. Spot 
tions can be made by dictating over the 
unwanted part. Machine has no turn- 
table, few parts and a fixed recording 
head to eliminate need for repairs. Ma- 
chine offers immediate access to all parts 
of a recording and allows perfect mark- 
ing of the length of letters and corree- 
tions. Word, phrase and sentence back- 
spacing; and stopping and starting with- 
out clipping words or interfering noise, 
are additional features. Made in three 
different units: the complete dictating 
unit with microphone is $265, the tran- 
scribing unit complete with 


correc- 


choice of 
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headset and foot pedal is $265, and the 
combination unit completely equipped 
for use by both dictator and transcriber 
is $300. Dealerships available. 


SPIRIT DUPLICATOR 
Ditto, Inec., 2247 W. Harrison St., Chi- 
eago 12, Ill., announces the Ditto D-45 
Office Duplicator which has been stream- 
lined, after motion studies in the field, 
to provide for the comfort and con- 
venience of the operator. The D-45 is 5” 


lower and its stand is 6” deeper to seat 
the operator naturally and put the fin 
ished-copy tray within her easiest reach, 
directly in line with her sight for con 
stant, easy checking of copy production. 
The lowered, lengthened lines of the D- 
45 duplicator make it a more dynamic 
and graceful machine. 


POSTAL RATE CHART 
Pitney-Bowes, Ine., 3477 Pacifie St., 
Stamford, Conn., offers a free comprehen 
sive chart of new postal rates and in- 
formation, with all 


complete recent 


changes. The company has already sent 


charts as a customer service to more than 
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a book of sound 
information on 
Purchasing Forms! 


FREE 


} \" . | 
Uarco’s Encyclopedia of 
of Business Forms for Purchasing 


If you saw this book in a store, you'd buy it— 
it’s that worthwhile. 

There’s no advertising in its 38 pages; just 
sound information. The shirt-sleeve kind you 
want to have about Purchasing Forms. 

Uarco has analyzed the eight basic Pur- 
chasing Forms ... Purchase Requisition, 
Request for Quotation, Purchase Order, etc., 
and listed for each: what the form is, why it's 
used, where it originates, distribution of 
copies, details of design . . . and backed up 
each with page-size illustrations of the form. 

If you have a question about Purchasing 
Forms, any question, you just have to turn to 
the right page to get the answer! 


Uarco Offers You This important Book Free 


Pin This Coupon to Your Letterhead 
and Mail for Your Free Copy 


LARCO 


ih igel ile] Fae a) 


Factories: Chicago; Cleve- 
land; Oakland; Deep River, 
Connecticut; Watseka, IIli- 
nois— Sales ers sentatives 
in all principal cities. 


Business Forms 
UARCO INCORPORATED 
Room 1624, 141 W. Jackson Blvd. 
Chicago 4, Illinois 
Please send my copy of Uarco’s Encyclopedia 
of Purchasing Forms. 


Piccask cvs 
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100,000 users of its postage meters 
throughout the country. Covering all 
classes of mail, and designed for reading 
ease and accuracy, the chart is printed 
in three stiff stock. It 
folds for desk use and filing convenience 


colors on ecard 
and opens to 12” x 18” wall size to hang 
over the postage meter at the mail desk 
or in the shipping room. The back of the 
chart is a pareel post zone map of the 
U.S. with a ‘‘self-zoning’ 
the 
pencil 


mileage rule 
mark off in 
circles of the 
post shipping 
from wherever he happens to be located. 


SORTING MACHINE 


Associated Industrial 


user 
the 
parcel 


by which can 


colored coun 


try’s eight zones 


Designers, P.O, 
Box 12562, Los Angeles 59, Calif., makes 
the LL-6300 Sort-O-File Loose-Leaf sort- 
ing machines for large sortings of cards 
or papers. It has almost unlimited capac 
ity with trays mounted on a shuttle car 
single HAN he used as oa 


riage. A tray 


ee ae 
f 


COOL ILE PAE Ps - antiailiiiaal 


desk model sorter. All travs and dividers 


are made of lightweight aluminum for 
easy handling. Dividers are pivot hinged 
and are easily removed singly or. in 
Sody of the dividers is painted 
Label 
holders offer maximum visibility and are 
equipped 


one-hand 


groups. 


a non-glare instrument black. 


with a paper glide to permit 


Multiple shelves pro 


sorting. 
vide storage space for trays and selving 
may be expanded after installation, The 
rail backstop of the shuttle is adjustable 


for ecards or letter-size sheets and the 
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COPYELEX 
doce it fruter.. beter. .cleaner, | 


Are you tied up 
by paperwork ? 


You are tied up by paperwork if 

1. your invoicing is slow 

2. your statements are late 

3. your accounting department 
is On overtime 

4. your production and sales 
reports are delayed 


You usually can solve any of these 
problems and save money by speed- 
ing up paperwork with the Bruning 
COPYFLEX process. 

COPYFLEX usually is the most eco- 
nomical way to make 1to100 copies... 
averages only 2¢ per sq ft for a// costs! 
No high-priced operator is needed; 
anyone can make copies witha 
5-minute explanation. 

You merely insert the original into 
the COPYFLEX machine and in seconds 
you get an exact, ready to-use, error 
and smudgeproof copy up to 42 
inches wide. 


No masters or stencils are needed 
... no inks to soil hands .. . no nega- 
tives, tray developing, or darkroom to 
fuss with... no fumes to inhale, no 
special room lighting. 

Get complete details on the count- 
less ways to streamline paperwork 
with COPYFLEX. Mail the coupon. 


Specialists in copying since 1897 


— om om = CHARLES BRUNING CO., INC. = *_ 


Dept. P52 


Teterboro, New Jersey 


(CD Send me free booklet on COPYFLEX process and equipment. 
( Show me COPYFLEX in action (no obligation). 


COPYFLEX "50" is easy 
to operate, handles large 
volume of paperwork fast. 
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Remington Rand Conve-Filer 


MECHANICZE... 


CONVE-FILER — Card filing and find- 


ing in 30° less time is a typical work- 


hour saving for users of Remington 
Rand's new Conveé-Filer. This push 
button-controlled, electrically powered 
unit houses as many as 45,000 cards 
and brings any desired record to the 
operator at convenient desk height. No 
time or energy lost in walking. reach- 
ing, stooping. No squinting to read in 
poor light at bottom-drawer level. No 
filing errors caused by physical over- 
fatigue. It’s a pleasure to operate. say 
file clerks. and certainly a profitable 
investment for companies short of 
skilled help in today’s tight labor mar- 


ket. Ask for free booklet LBV 537. 
ELECTRI-CONOMY TYPEWRITER — 


Many users report typing output in- 
creased anywhere from 10 to 50% with 


the new Remington Electri-conomy — 
the typewriter that turns out more 
work, better work, in less time and with 
less effort. Typists’ morale goes up... 
and typing errors due to fatigue go 
down ... as electricity does the work. 
And the results of Electri-conomy typ- 
ing will be as pleasing to you as they 
are impressive to those who receive 
your letters and reports. Electri-conomy 
makes as many as 20 crystal-clear 
carbons at one typing. Ask for free 
booklet' RE 8499. 


ROBOT-KARDEX — Records more use- 
ful—2:, less work! That’s the experience 
of a midwestern brewing company 
which has set up all of its customer 
records in a time-saving Robot-Kardex 
Visible System. Now they get valuable 
sales facts at a glance and find that the 





push button-controlled, electrically op- 
erated Robot-Kardex mechanism en- 
ables one clerk to do the work of the 
previous three clerks. Read the story 
on Robot-Kardex in our free booklet 


KD 505. 
PRINTING CALCULATOR — Right on 


schedule now! A Chicago manufacturer 
found his invoice clerks overloaded 
with figure work due to new price vari- 
ations and taxes. Instead of hiring more 
help, he replaced his conventional cal- 
culating equipment with Remington 
Rand Printing Calculators and easily 
absorbed the extra work. Interested? 


Ask for free Booklet AD 515. 
SYNCHRO-MATIC — One operator 


does the work of two when you use 
Remington Rand Synchro-matic for 
payables accounting. An electrically 


synchronized punch automatically pre- 
pares a detailed punched-card record 
of each transaction as the operator 
posts to vouchers. Cards thus produced 
can be tabulated at high speed, low 
cost, for any distributions or analyses 
your business requires. Ask for free 


folder AB 548. 


For free literature offered here 
and on the preceding page, visit 
our Business Equipment Center 
in your city or write directly to 
Management Controls Reference 
Library, Room 1084, 315 Fourth 
Avenue, New York 10, New York. 


Memington. Frand. 


SEE THESE MONEY-SAVING 
RESULT-PRODUCING PRODUCTS AT THE 
NOMA CONVENTION EXHIBIT 
IN SAN FRANCISCO, MAY 19th — 22nd 








and multiply your office productivity 


Remington Electri-conomy 
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“TWO WEEKS BEFORE I GET MY BALANCE SHEET?” 


This impatient employer of the year 1877 is up against a stone wall. His head book- 
keeper is explaining that it 1s a slow, tedious process to produce an accurate statement of 
his business on such short notice. 


All entries were made by hand in bound books. Sheets were not removable for posting; 
the whole book had to be handled each time an entry was made. Only one girl at a time 
could work on the book. Calculations were mental. Each girl had to have her figures 
checked, thus all operations took double time. Columns had to be added by several people 
to imsure accuracy 


PITY THE MAN... 


He had just been offered a block of merchandise at an interesting price, and had to decide 
by noon. It would be a profitable deal for him, but he hesitated to act because he was in 
the dark about the status of his business. 

Had he lived today, how different? One girl could do the work of three and she could 
furnish him a statement of his business in an hour's time. She would be using adding and 
bookkeeping machines and the complete set of Tarco efficiency forms in Tarco loose-leaf 
binders 


Tarco ruled forms for all accounting work are modern. All fact figures are instantly avail- 
able. There's no waiting for two weeks. Tarco Standard forms deserve your consideration. 
Also, should you use special forms, we custom-print them promptly to suit your needs. 


Consult your Public TALLME IN ROBBINS & ca. 


Accountant bout | +6 Better Business Forms, Binders and Co-ordinated Filing Equipment 
the best Forms for since 1912 


8 i . . . : . 
aera 316 W. Superior St., Chicago 10, Illinois 
New York « Kansas City « Indianapolis « Tulsa « Wichita « Washington 
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shuttle has an additional movement of 
7” beyond center at each end to avoid 
awkward body positions in sorting. The 
stand of seamless steel tubing is enam 
eled office gray and has floor level ad- 
justable casters. It accommodates two 
shuttles with trays and shelving space. 


OFFSET PLATE MAKER 
Litho Engineering & Research, 323 
Eastlake Ave., Seattle 2, Wash., an- 
nounces the Spee-Dee Plate Maker for 
making inexpensive plates for Davidson 
ind Multilith duplicators. Average plates 
burned in 3 to 6 minutes and 


hed 
‘ 


ean be 


oy 





ean be ready for the press in 10 minutes, 
according to the manufacturer. The 
Spee-Dee is designed for plant or office 
operation, using standard pre-sensitized 
aluminum plates and any properly strip- 
ped negative. The cover is of heavy plate 
glass, specially tempered for rigidity to 
give continuous contact between plate 
and negative. The light globe provides 
an unvarying quantity of illumination, 
making unnecessary the periodic revision 
of exposure times. Manufacturer states 
that previous experience in plate-making 
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You Get Things Done With 
Boardmaster Visual Control 





























yy Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

vy Facts at a Glance—Saves Time, 
Money, Prevents Errors 

yy Simple to Operate—Type or 
Cards, Snap in Grooves 

yy Ideal for Production, Traffic, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive. 
Over 25,000 in Use 


$4 950 including cards 


Complete price 
| 24-Page BOOKLET NO. F-100 
FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street New York 18 


Saves 
Write on 


Inventory, 











COTTERMAN 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the ladder 
to be rolled freely when no one 
is on it. hen you step on 
he ladder the rubber cush- 
joned legs rest on the floor 
and prevent rolling. Made in 
7 heights—2 widths. 
Send for Circular 51-0 and 


prices. 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago, 40, III. 




















WRITE TODAY FOR 


FREE POSTAL RATE 
WALL CHART 


Two-color, 11” x 17” mailroom chart showing 
first class, parcel post and air rates with 
all changes through July 1, 1952—yours free! 


TRY THIS TEST! 


Your Scales May Be 
WASTING POSTAGE! 


Weigh your mail with present 
equipment... we'll re-weigh it on 
Commercial Controls scales in your 
own mailroom and compare postal 
charges. You may find dollars 
wasted in just one day! Call our 
local representative now. 


NO OBLIGATION! 


LETTER 
SCALE 


20 ounce 
Capacity 


All scales have new postage 
rates. 20 oz., 3 Ib., 30 Ib., 
and 70 Ib. capacities, 


AYITORETN 
Oras 


CORPORATION 


Look in classified 
section of phone 


room Equipment.” 


Dept. O-52, 1 Leighton Avenve | 
|} exact, 
| The statement 


Rochester 2, New York 





book under "Mail- | 


is not required for successful operation 


| of the Spee-Dee. An instruction sheet is 


provided. The Spee-Dee Starter Package, 
offered on 10-day trial, includes the plate 
maker and an initial supply of 
and 


plates 
materials. 


PAPERWORK KIT 
Hammermill Paper Co., 1463 East Lake 
Road, Erie 6, Pa., offers the free Working 
Kit of Hammermill Bond consisting of a 
collection of printed samples of letter 


heads and other forms and ruled layout 
sheets for letterheads and 
forms. There is literature describing the 
signal system of color-coding forms and 
the stock 


designing 


swatches of various colored 


available. 


STATEMENT-CARBON FORMS 


Precise Carbon Forms, 359 Jay St., 
Brooklyn 1, N. Y., makes double carbon 


snap-out statements which permit simul- 


| taneous preparation of duplicate state- 


ments and machine posting of ledger 
record. Ledger form insertion is easy and 
and there are -arbons, 


is more flexible and will 


no loose 
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she’s 
putting on 
weight... 
and 
loves it! 


Today the good secretary's responsibilities 
are heavier than ever. But SoundScriber 
helps cut her burden down to size! 
By streamlining her working day... 
saving precious hours of personal 

dictation ... giving her more time 


for more important work. 


Really good secretaries . . . and 
they’re scarce today... deserve the 
increased freedom and opportunity of 
SoundScriber. No other dictating 
equipment pays such rich dividends 
in efficiency, lessened nervous 
strain and fatigue. For further 
information, write Dept. 0.5 
The SoundScriber Corp., 
New Haven 4, Conn. 


JOUND/CRIBER 


irst All Electronic Dictating System * First Dise Dictating Equipment 
230 Sales and Service Centers Coast to Coast 














2 InANDS 


DO THE WORK 


STAPLEX 
THE AUTOMATIC 
ELECTRIC STAPLER 


Thousands of cur- 
rent users report 
savings up to 70% 
.-», and more! 


Fast, instantane- 
ous, fool-proof 
stapling ... both 
hands free _ for 
work! 


You're losing money everyday 
you re without a STAPLEX! 


THE 


=S7aplex 


72-76 Jay Street 
Brooklyn 1, N. Y. 








hold up well under individual invoice 
entries. Hands never touch the carbon. 
Samples and prices from above address, 


PHOTOCOPY MACHINE 

Charles Bruning Co., Dept. P-52, Teter- 
boro, N. J., announces production of a 
low priced, high speed Copyflex machine, 
Model 30, engineered to provide a ma- 
chine for engineers, draftsmen and busi- 
ness with moderate print requirements 
and a low budget for equipment. Has a 
full 46” printing width to handle stand- 
ard 42” roll stock or insertion of mul 
tiple cut sheets of copying paper. Its 48”, 
2000 watt Vycor mereury are lamp in- 


sures uniform exposure and speeds print 
ing up to a maximum of 12 linear feet 
per minute. The utilization of controlled 
air flow assures a premium quality print 
ready for immediate use upon delivery 
by the machine. The Model 30 requires 
no installation, just a connection to a 
230 volt, 60 eycle AC power line (50 
eyele machines are also available). 
Copies may be made on Copyflex sensi- 
tized paper, acetate-coated paper, film 
and eloth, safely and conveniently un- 
der ordinary factory or office illumina- 
tion. Anyone can operate it. A_ single 
control switch turns the machine on and 
another control regulates printing speed. 
The operator merely feeds the sensitized 
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“‘ee” REVO FILE 
- = ~ 
Finest Revoluing File 


BY EVERY STANDARD OF COMPARISON 


Uses your present cards 
Speeds flow of work 

Cuts office costs 

Uses less floor space 

Faster “in-out” filing 
Greater operating efficiency 
Wide application 

Use Revo-File anywhere 
Beautifully styled 


Precision built 


Write 


Model “C” features a Write today for illus- 
self-contained locking trated folder giving full 
cover. details on “The Systems 

Man's Revolving File.” 


Ree eR eS eee 


a 


eer ee eee ee ee | aw? 


CAN BE OPERATED FROM ANY DESIRED ANGLE 

Revo-File can be operated from any point of the compass — to exactly 
suit the convenience of the opezator. Revo-File can be positioned so 
that the cards approach in the natural line of vision at desk height. 


EASIER TO SEE WITH THE VISUAL ‘‘v”’ 

Revo-File’s wide open Visual “V" angle makes any desired card quickly 
visible from either a standing or sitting position . . . does away with 
the need for up-ending cards to retain filing position . . . saves valu- 
able time on office record checking. 


REVO-FILE SALES, 11 Park Place, New York 7, N. Y. 


In Canada: REVO-FILE LTD., Birks Building, Montreal 2. 
LL Td 


Saas ananassae, 


Ad 
® 
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CALCULATOR 


Combined Keylock Release 
and Clearing Lever. 


New Plunger Keys with 
Lower One-Piece Keyboard. 


Better Color Relation of Keys for 
instant Subtraction Control Selection. 


Safe Clearance between Keys 
than ever! and Clearing Lever. 


Enlarged Answer Figures 
in Larger Openings. 


Full Visibility of 
Every Figure at All Angles. 


Costs much less to buy... 

costs less to own... service 

—— are practically ; 
nil, Light .. . portable. beside any other calculator 
With or without Keylock on the market! Write... Phone or Telegraph 
at no difference in price. for an immediate demonstration! 


) COMPUTING MACHINES - INC. — 


ae et oe 





with the translu 
copied. Copies are 
and are 


paper (cloth or film) 
cent original to be 
processed by the machine 
stacked ready for use. 


HEAVY DUTY STAND 
Tubular Specialty Mfg. Co., 1940 
Stanley Ave., Detroit 8, Mich., makes a 
special heavy duty stand for wide car- 
riage electric typewriters. This stand has 
extra cross braces consisting of a 4-piece 


. 


welded unit: to prevent lateral vibration 
due to the shock from the rapid moving 
heavy platens of wide carriage machines. 
One adjustable ball foot permits per- 
fect contact on four points with 5¢” ad- 
justment for uneven floors. Top is 18” x 
18” and drop leaves are each 16” x 18”, 


SORTING RACKS 
Evans Specialty Co., 403 N. Munford 


St., Richmond 20, Va., makes the pa- 


tented aluminum Evans Gathering Racks 
in eight models. Racks have 6, 12 or 18 
sections each holding 500 sheets at an 
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WUT TS RAS 








Led by architects and office planners the 
trend is to Office Valet wardrobe equip- 
ment. By keeping wraps dry, aired and 
open to germ killing light this modern steel 
equipment helps prevent spread of epi- 
demics and resulting absenteeism. Keeps 
wraps ‘in press," helps employee morale, 
saves floor space, fits in anywhere, ends 
locker room evils. 

Widely advertised in genera] business, in- 
stitutional and trade magazines, this line 
offers an almost unlimited opportunity for 
profitable sales to offices, factories, schools 
and institutions. 


WRITE FOR BULLETIN OV-10 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 








| inclined angle. The average worker, sit- 
| ting or standing, can collate 3,500 sheets 
an hour from any model. Two or more 
racks can be used together for extra 
L k large gatherings. Racks fold up for stor- 
| Li e SigNa 0 age in small space when not in use. Fur- 


ther information from above ‘address. 


PERMANENT BINDING POSTS 


W. R. Kline Co., 440 73rd St., Brook- 
| lyn 9, N. Y., makes the improved pol- 
| ished aluminum K-Line Self-Locking 
| Posts for permanently binding loose leaf 

\| records. These posts are easy to use and 
| a few simple operations make a rigidly 


VISIBLE RECORD EQUIPMENT 
And my boss likes it too. . . for following up | 
on purchase promises, keeping inventory in | 
balance, putting our salesmen on their toes, | 
and other vital items. 

He says you can always depend on a Sig- | 
NaLok analysis because Self-Lock signals can’t 
shift accidentally. And we both like Sig- | 
NaLok because Quick-Shift card pockets make | 
it easy to keep up to date. 

Quick-Shift pockets and Self-Lock signals are | 
but two of SigNaLok’s 10 exclusive features. | and securely bound volume which cannot 
Why not send for more data now? | be opened without destroying or dam- 


WASSELL ORGANIZATION, INC. | aging the posts or records. The non-cor- 
WESTPORT 2 CONNECTICUT | rosive K-Line Posts are made in various 
4 Wie eae SigNaLok data and a sample | lengths for binding sheets in thicknesses 


Quick-Shift pocket and Self-Lock signal. of from 1” to 7% ¥. Prices and full de- 
NAME __ tails from above adieu. 


POSITION ss 
(Please attach to your business letterhead ) POST BINDER LABEL HOLDERS 
Office Products, Ine., 9925 Freeland 

Ave., Detroit 27, Mich., has added a 


as 





MINVAIIS 


<eh ok oe 

















mame ee ee ee 





FOUR WASSELL EXCLUSIVES 
PRODUC-TROL ROTOR-FILE 


for Precision for Time-Saving, 
Control in Space-Saving 
‘ Business Filing 





INSTALVELOPE SIGNALOK 


for Improved for Positive 
Time Payments Record Analysis Slip-On Post Binder Label Holder to its 
popular line of Slip-On Ringbook Label 
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FO RD MOTOR COMPANY STUDY 


INDICATES THAT XEROGRAPHY SPEEDS 
DUPLICATING INTERNAL OFFICE FORMS... 


ine me 
aT 
__ ahi ie 


Heloid's XeroX Copying Equipment is easy to operate. An offset paper 
master con be reproduced directly from original material by xerog- 


raphy in about 3 minutes. 


New forms are born every day at Ford. The XeroX-Multilith combina- 


CuTs Costs! 


Ford reports a total cost of 37c for 
first run-off copy from an offset 
master made by xerography com- 
pared with $3.12 for same copy 
made from a zinc plate. 


ate 


tion is the world’s fastest method of duplicating existing original 


forms and documents. 


XEROX* Copying Equipment 


As part of an extensive study of all duplicating proc- 
esses by the Central office of Ford Motor Company, it 
has been indicated that offset paper masters eonere 
by the xerography process instead of by conventi 
methods, will save time and money. In revising an of- 
fice form, a test showed that from final drafting board 
copy to the first run off copy from an offset master is a 
matter of minutes at an approximate total cost of 37c, 
including materials, labor and overhead. This com- 
pared with a cost of $3.12 for the first copy from 
zinc plates which otherwise might be required. Test 
runs up to 20,000 have been run from one XeroX 
Master. 





Save time, money, materials. Your existing office 
or factory forms, drawings, etc., can be reproduced on 
a paper master plate by xerography; and multiple 
copies can be run off on an offset process duplicator 

. all within three minutes. 

Xerography, the new, dry, electrical process, copies 
on to an offset paper master plate anything written, 
typed, printed or drawn. It's a direct positive process; 
no negative is required. It's quick, economical, clean 

. no chemicals, fumes or odors. 

Cut costs. Speed the flow of paper work. Break the 
bottleneck of delays. Get the facts about the amazing 


xerography process. 
*A Trade Mark of The Haloid Company 


Write today for money saving case histories and 
further details about XeroX Copying Equipment 


THE HALOID COMPANY 


52-183 HALOID ST., ROCHESTER 3, N. Y. 
BRANCH OFFICES IN PRINCIPAL CITIES 
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FOUNTAIN PENS — an effi- 
crent and economical pen 
set with “thread-in™ 
section. A real time a 
money saver in any office 


THERE IS NO SUBSTITUTE 
ITY. All Morris 


NAMES IN INDUSTRY... 
FOR QUAL BOOK ENDS — at leak = 
writin t quipp expe 00 
CHOOSE DESK TOP EQUIPMENT! fin iiantipeed pone to maten modern office 


and each point is tested furniture 
and approved at factory 


BERT M. MORRIS CO. is foremost in the sail a ae 
field of matched Desk Top Equipment. 


. MEMO PADS — available in 
The complete setting shown—pen set, sere Seine. ee Dong 
memo pad, letter tray, ash tray, and paper is used, or standard 
phone rest, retail for less than you would ee 
expect to pay for one fountain pen set. 





MORRISTRAY—One of the most functional 
letter trays on the morket. Extra sturdy, 


MORRISET —The constant 
flowing, finest all - round 


two point suspension allows quick, easy 
access from the entire front and both sides. 
Available in either letter or legal size, 
tiers may be quickly added—removed — 


writing implement. Holds a 
full 22 ounces of ink. Choice 
of 5 quickly replaceable 
“thread in” points-extra fine, 
fine, medium, broad, stub. 


or combined 


AVAILABLE IN — GREY — BRONZE 


BERT M, ORRIS co WALNUT— MAHOGANY ond GREEN 
° 


= . ASH TRAY—A real He-Man 
Desk Top Package Deals — #100 and #200 ae crue Gian Mah gar 
Inquire about the surprisingly low cost of fect for any desk or con 


matching your desk with these items ference table 





Dept. O-5 8651 West Third Street 
hes Angeles 48, Celifernia 
In Coneda: McForione Son & Hodgson, itd, Montreal, Que 
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Holders. Post Binder Label Holders are 
made of the finest .020 gauge Vinylite 
plastic. A special die-cut feature enables 
it to lock on any size post from the slim 
1%” to the %” diameter. It is a no-warp, 
no-curl type plastic label holder with 
ample labeling space. Three sizes serve 
every need for identification or marking 
on any style or make of open back post 
x 


iw ow 
& 


binder: %” x 2%", 1” x 2%)” and 2 
214”. Packed in dozen lots, these retail 
for 20¢, 25e and 30¢ each respectively. 
Immediate delivery available. 


POSTURE STOOL 
Milwaukee Metal Furniture Co., 120 
S. La Salle St., Chicago 3, LIL, announce 
the Model M-60 Metal-Lux All-Purpose 
Posture Stool with a seat that adjusts 


in height from 22%” to 264%” in %” 
steps. The seat is 17144” wide and 14” 
deep with Latex Confo-Cushion in seat 
and back. Backrest is 8” x 13” and ad- 
justs in height from 10” to 13”. Sitting 


depth can be extended 3%” in %4” steps. 
Footrest is 19” in diameter and leg 
spread is 2114”. The Model M-70 is made 
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Do Your Footprints 
Lead To The... 


“SPOT” 


Name In 


Carbonizing 


Business forms manufacturers . . . print- 
ers... are you familiar with "U. S." 

. and its extensive Spot Carboniz- 
ing facilities? 


We offer HOT WAX SPOTTING ... 
any shapes .. . any sizes, up to 25x38" 
inches . . . and our process includes 
spotting on the gummed side of gum- 


med stock! 


You'll acclaim the quality of workman- 
ship . . . cheer about our prompt 
and be delighted with the 


pencil-sharpened prices we can offer! 


service... 


Established 1895 


General Offices & Plant 


U. S. TYPEWRITER RIBBON MFG, CO. 
621-623 CHERRY STREET 
doll oe 2 
Established 184 























Amazing New Method for 
Making Organization Charts 


Simpler ¢ Quicker ¢ Better! 


Good 
wr at 
charts 


have 


\ ' 
raanization charts let everyone know 


s expected of him. 


lf your organization 
need f 


bringing up to date, or if you 
CHART-PAK can help 


n sucr charts 


Profe al char n be made quickly, 
f C | j secretary, or any 
mer f your staf by the 


your 


CHART-PAK METHOD 
Here's all you do: On a Chart-Pak board, 


plan the kind of chart you want. Select the 
Proper Chart-Pak ittle typing, 
@®rranging and finger pressure does the rest. 
That's a ready 
> esaeectelion ar cons 


materials. A 
there is to it. Your chart i 


duction. 


And Note This: Your 
Weed not be out 
@lways be current because any portion of a 
CHART-PAK chart can 
OF corrected at any time. 


charts 


organization 


f date tomorrow. They will 


be quickly changed 


ATTACH TO YOUR LETTERHEAD 


Send me descriptive brochure on the Chart- 
Pak Method for Statistical Charts [ Or- 


t 
ganization Charts [} Office Layouts [104-6 


g@eteeeeeesnesg 
Seseseeeaean: 


CHART-PAK, INC. 


104-6 Lincoln Avenue, Stamford, Conn. 
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with similar specifications except that 
its seat height is adjustable from 284” 
to 32” from floor. Illustrated literature 
from above address. 


CARBON PAPER 
Allen & Co., 11-15 
New York 38, N. Y., 


Carbon 


Vandewater St., 
makes 
Paper designed for 


Wearweb 
long wear. 
Wearweb carbon will not curl, is smudge- 


proof, and will produce clean, 
longer than usual periods. 
Free samples of Wearweb Carbon Paper 
for trial use can be had by writing the 


above address. 


sharp 
copies for 


PHOTOCOPY PAPER DISPENSER 


Rand Ine., 315 Fourth 
York 10, N. Y., makes a 


Remington 
Ave., New 


Portagraph sensitized paper dispenser to 
speed up photo-recording operations. Ab- 
solutely light-tight with cloth-protected 
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ONLY PEIRCE GIVES YOU 
error-free dictation 








"...the ability to erase quickly 
and easily any words or phrases 





incorrectly dictated is a distinct 


advantage over the other types 


of machines..." 





PIERCE Dictation Equipment 

incororates highest precision 

standards of manufacture, expert 

electronic design and performance. 

The PIERCE Dictation System is 

superior on all critical points 

of comparison—feature by 

feature—and we can prove it in 
YOUR office—under 

actual working conditions. 


WIRE-O-MATIC CARTRIDGE 
Heart of the PEIRCE is the unique, 
compact life-time recording 
cartridge—a PEIRCE exclusive! 


PUSH-BUTTON CONTROL 
Just push a button and dictate. 


PEIRCE Dictation Systems are 

installed and serviced by reputable 
franchised dealers in communities 
throughout the United States and 
Canada. Ask the PEIRCE dealer in 
your city for a proof-packed 
demonstration (no obligation, of course) 
or write TODAY to 


PERCE 


DICTATION SYSTEM 
1328 SHERMAN AVENUE 
EVANSTON, ILLINOIS 
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Here are the facts: 


In office after office, very much like yours, compara- 
tive tests prove beyond doubt that PEIRCE Dictation 
Equipment is definitely superior on these four critical 
points— 


Increased efficiency— more error-free 
pages typed faster. 


Lower cost—no replacement of discs or 
shaving of cylinders. 


Elimination of listener-fatigue — un- 
equalled clarity of reproduction. 


4 Simple, yet instant control of all opera- 
tions. 


These companies know and use PEIRCE equipment:—tThe First 
National Bank of Boston ¢ Texas Oil Co. @ The Pennsylvania 
Railroad ¢ Northwest National Life Insurance Co. ¢ Henry J. 
Kaiser Motors and many others. 


BESS eR SSS SBA SSeS es Sees eeeeesey 
PEIRCE Wire Recorder Corp. 
1328 Sherman Avenue, Secasten, IMinois 
Yes, | want the facts on the PEIRCE ERROR-FREE Dictation 
System. 


Company... .+ POYTTITITITTT TTT Ty eee 


Addretts ccccccocccccccececscehYoccccce cS cece 
ae 

















For best results 
EVERY TIME 


Davidson 


hroratory, (oribrolled 


SUPPLIES 
FOR ALL OFFSET DUPLICATORS 


ETCHORITE®. ..a top quality plate etch... 
ready to use... for zinc, aluminum, and 
other metal offset plates. Safe . . . non- 
chromic. ... In quarts or gallons. 


COVORITE®. .. a non-spoiling plate gum 
that prevents plate from oxidizing ... 
keeps image from spreading. Ready for 
use... free from sediment. In quarts and 
gallons. 


DAMPORITE®. . . a concentrated fountain 
etch. Add distilled water and it’s ready to 
use. Absolutely safe... non-chromic, Pre- 
ferred for use with all types of offset 
plates. 

For these and other Davidson supplies for 
all offset duplication, see your nearest 
Davidson Sales and Service Agency or 
write us. 


DAVIDSON CORPORATION 


A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
1036-60 W. Adoms Street, Chicegeo 7, Illinois 








ejection slot, it is easy to load, with a 
spring controlled ejection bar for de 
livering a single sheet everytime the 
handle is flicked. Available in two sizes: 
G23 for 8%” x 11” paper and G24 for 
8%” x 14” paper, weighing 45, lbs. and 
5% lbs. respectively. 


TELEPHONE STAND 

Vanguard Engineering & Mfg. Co., 53 
W. Jackson Blvd., Chicago 4, Ill, makes 
the Combination Utility and Telephone 
Stand which is desk height and con 
structed of furniture gauge steel 
throughout. It is 18” wide, 12” deep and 
30” high. An open shelf accommodates 


telephone directories. Beneath it, a 
roomy closed cabinet divided by a shelf, 
affords space for ledgers, files, books o1 
any items that the user wants to keep 
under lock and key. Door is built flush 
with rounded corners to prevent snag- 
ging of clothes. Door pull is brass finish. 
Because it can be used in homes as well 
as offices, it is finished in permanent 
baked-on enamel in office gray, green or 
walnut. 
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VISIBLE SYSTEM 


ee Inc., 
makes Sig-N 


Wassell Westport 
2, Conn., va-Lok visible rec- 
ord equipment with locking signals which 
promote facility of posting, 
analysis and economy of 


reference, 
filing space. 
The self-lock signals prevent errors in 
visual analyses due to misplaced or lost 
signals. The acetate 
a row of projecting teeth, 
edge, which fall 


colored signal has 


near the lower 
mating 


into indenta 


tions in the acetate edge of the pocket 


when the signal is slipped into place. 
The signal ean be disengaged only in 
tentionally by the operator. The pocket 
is brown kraft paper with acetate bot 
tom edge, die-cut to accommodate stand 
ard record cards and mounted on spring 
wires supported by plastie lugs which 
move freely on the side rail. Only a light 
finger pressure is required to insert or 
remove pockets from the tray. One or a 
group of pockets can be 
equal facility. Full 


moved with 


layback of 


pockets 








More and more firms are discovering 
that letterheads and forms on the new 
WESTON BOND look better and serve 
better. And they're pleased to learn 
that WESTON BOND is low in cost. 
This better rag content letterhead 





... and they use WESTON BOND 
for all their letterheads and forms 





paper is made by Byron Weston 
Company, Dalton, Massachusetts — 
leading makers of high grade rag con- 
tent papers. Ask your printer to use 
WESTON BOND or write for sample 
book ... Address Department OF 





WESTON BOND Envelopes are made with GRIP-QUIK instant sealing flap gum SON Pa 








WESTON BOND 


Made by the Makers of OLD HAMPSHIRE BOND, BYRON WESTON CO. LINEN RECORD 
and a Complete Line of Papers for Business Records 


Ha) 
WW 
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OpicinacC)onner 


HANDY CALCULATORS 


“The machine to count on” 


The following example shows 
simplicity and speed of opera- 
tion. 


ONLY ONE SETTING NECESSARY 


Simply set levers at “68” and 
calculate the answer in 25 sec- 
onds without setting any other 
figures. 


68 units @ $1.75 
15% discount 


$119.00 


101.15 
Less 242% for cash ... 2.53 


$ 98.62 


Compare the advantages of this 
sturdy, low-cost, portable and 
efficient calculator with any ma- 
chines in the field. Why pay 


more? 


Write for Bulletin QO-53 


Odhner Sates inc. 
IVAN SORVALL, PRES. 
210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR USA 








leaves both hands free for posting. Sig- 
Na-Lok is available in a wide range of 
models to house standard ecards from 5” 
x 3” to 11” x 8”. For each ecard size 
there are 6, 7, 14 and 15 slide cabinets. 
The 6 and 14 slide models in each card 


VALE LUNE EET 


be 


size are equipped with locking doors. 
Cabinets are 2744” deep, finished in of- 
fice gray. Self-lock transparent acetate 
signals come in ten colors and shades. 
Graph signals of transparent acetate are 
available in orange, red, blue and green. 


FILE-DESK UNIT 
Steel Parts Mfg. Corp., 4630 W. Har- 
rison St., Chicago 44, Ill, makes the 
Desk-O-File combination portable steel 
desk and file cabinet. The unit is a com- 


pact practical all-steel desk and in addi- 
tion provides adequate vertical hanging 
file space. Designed for all-purpose of- 
fice use, it ends the necessity of filing 
in a stooped or cramped position. Made 
of heavy gauge steel construction with 
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two filing cabinets and one desk top. 
Available in two sizes. With letter size 
filing cabinets and desk top assembled 
it measures 52” long, 2714” high, 184” 
wide. Legal size file cabinets and desk 
top assembled measure 58” long, 2714” 
high, 18%” wide. Entire unit may be 
easily assembled without tools. Finished 
in green, gray and walnut and delivered 
complete with large rubber casters. Fur- 
ther information and catalog from above 
address. 


INTER-COM SYSTEM 


Automatie Electric Sales Corp., 1033 
W. Van Buren St., Chicago 7, Ill., offers 
a free illustrated booklet 
P-A-X Business Telephone Systems. It 
shows how this private switchboard in- 
ter-com saves up to 40% in time. Many 
different styles of private phones are 
illustrated and _ specifications are in- 
cluded for the different types of equip- 
ment for all purposes such as phone con 


deseribing 


Touch...and go! 


Slip an envelope under the guide roller of this electric 
MailOpener, take it out—and it’s open, with content intact. 
The merest touch of the guarded cutting shaft trims a hairline 
off the edge in an instant... whether the envelope is large 
or small, thick or thin, light tissue or heavy kraft! 


The Model LE MailOpener is a great convenience in any 
Office for mixed mail . . . saves time, effort and temper... 
helps get your business day off to a good start! Made by 


Pitney-Bowes to precision postage meter standards . . . Ask 
the nearest PB office to show you the full line of hand and 
electric MailOpeners—or write for folder... 
PITNEY-BOWES, INC., 3477 Pacific St., Stamford, Conn. 

«+. Originators of the postage meter, 93 offices in U.S. & Canada. 


= PITNEY-BOWES 


Raed 
vw 
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@ MAILOPENER 











tan CASH DRAWER 


REGISTER 
UNIT °3 


“loss-proof record for 


vides 4 — 
v Pov andwritten transaction 
a 


dern, 
yY Include 


aluminum cash 


s convenient, MO 
drawer 


e- 
Y Uses less counter spac 
units combined 


te 
Simple, accure 
¥ record-keeping for 


cash, charge OF 
paid out entries 


Just one of the 
many HAMB registers 


Write for your copy of 
Handwritten Records” 


PHILIP 


HOLYOKE MASSACHUSETTS 


Established stationery dealers wanted 
mn South, Southwest and Mid-west 








ferences, public address cut-ins, watech- 
man service, emergency alarm, monitor 


ing, ete. Ask for ecireular 1735. 


PORTABLE TYPEWRITER 
Inter-Continental Trading Corp., 90 
West St., New York 6, N. Y., 
free folder 


offers a 
illustrating and describing 
the Olympia SM2 Portable Typewriter. 
Printed in two colors, the folder lists 
the features of this machine which is 
throughout the 
world. There is space on the folder for 
dealer’s imprint. 


used in 97 countries 


CHECK CERTIFIER 
Security Certifier Co., 5 Beekman St., 
New York  - N. ea 


Cheek Certifier which serrates its im 


makes the Security 


pression into the check paper without 
tearing or damaging the paper. The im 
pression carries the ink through from 


both sides of the check, printing one side 
in red and one side in blue with one 
simple motion of the handle. Impression 
includes the entire certification record: 
bank name, amount, date and_ serial 
number. A padlock on machine assures 
protection unauthorized use. 
Made of brass parts for long, trouble- 
free wear and delivered fully equipped 


against 


THe Orrice—May, 1952 





$900 per package of 500 patches 


of assorted typewriter sizes 
order 


from 


modern method of making 
corrections on masters of ditto 
and fluid duplicating systems. 


Ene 


for cleaner, faster and 
more economical corrections. 
Proved by 2 years of field tests. 


IHE ROBERT HOWARD COMPANY cos: oftice 80x 13978, Paro air 








impartial Laboratory Tests* Prove 


Apsco gives you 2', 
times as many points! 


Exhaustive tests by independent laboratories* prove that 
Apsco pencil sharpeners are your best buy. And here's why: 
* Apsco shorpens 2/2 times as many points! 

* Apsco sharpens more points per pencil! 

* Apsco sharpens a perfect point every time! 

* Apsco saves up to 70% of cutter replacement costs! 


Apsco gives you all these plus advantages at no extra cost! 


*Umited States Testing Co., Test Nos. 89388 and E-756; 
** Pittsburgh Testing Laboratory, File No. 32999.1 
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Compare the points!** 
Unretouched photographs** show 
Apsco’s amazing sharpening superi- 
ority. Compare the points and see for 
yourself why it pays to buy Apsco. 


New Dexter No. 3! ae 
Ruggedly constructed for long life. 

Has double bearing steel frame sup- 

porting cutter head at both ends. 

Centering turret for all sizes of wood 

case pencils, crayons. Mounts in any 

position. 


Buy on performance 
Your pencil sharpener dollars buy 
MORE when you specify APsco. 
There's an Apsco sharpener for every 
need of office, home or school. See 
your Apsco dealer, or write for liter- 
ature describing APsco line. 


(7 COSTS LESS... 70 BilY THE BEST! 


AUTOMATIC PENCIL SHARPENER CO. Dept.v 
336 NO. FOOTHILL ROAD, BEVERLY HILLS, CALIFORNIA 
(Offices also in Rockford, II!., and Toronto, Canada) 

Please send literature and name of nearest Apsco deoler 
Name. Title. 
Compony 
Address. Zone. 
City 




















Demonstrate the EXTRA | with printing plate made to. order. 
VALUE features — show Stric riot ? ia aintaine 2. 
Y Strict vigilance is maintained to _ pre 
RNES Ke : . 
i 


precision results. vent misuse before machine is delivered 
RONEO quality ond the ; : “ , 
: to authorized officer of bank purchasing 
low RONEO price are on hi Li 
your soles force. machine. Literature and sample of ma- 
chine’s impression on a check can be 
had from above address. 


SPIRIT DUPLICATING 
CORRECTION PATCH 
Robert Howard Co., P. O. Box 1332 B, 
Palo Alto, Calif., offers Pateh-Erase for 
correcting errors on fluid duplicating 
masters. Patch-Erase is a self-adhesive 


Roneo sells 
for almost 


Comparable 
machines 





PRINTING PRESS PRECISION 


RONEO multi-color press precision 
means savings. Reduces paper loss to 
@ minimum and reproduction quality 
is worth raving about. For 2-color 
duplicating, ONEO- cannot. be 
matched. Colors strike in perfectly. 
Demonstrate RONEO precision color 
work and watch sales rise. 





© TERED SUNOE. Gane master-paper patch which is placed over 
© LEAK-PROOF CYLINDER the error and immediately adheres. This 
* ECONOMY OPERATION blanks out the original error and creates 
© 20 SEC. COLOR CHANGE a new writing surface on the master. It 
@ STREAMLINED makes sharp corrections in as short a 
— time as 30 seconds. The correction can 
be made while the master is in the type- 
writer to maintain exact alignment. 
Two years of field testing by major users 


CALL 
Ci 5-6940 


have proved Patch-Erase to be a pre- 
ferred method of correcting masters. A 
standard package contains 500 correction 
pieces of exact typewriter spacing by 
145 W. 57th ST. © NEW YORK 19, N.Y > : 
Sie | assorted lengths for correcting short or 
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long words; sells for $2. Patch-Erase 
may be ordered direct from above ad- 
dress. 


DRAWING SCOPE 
Hart Mfg. Co., St. Paul 4, Minn., 
makes the Hart Drawing Scope for pre- 
paring duplicating masters. The glass 


bed of the scope is cemented in a sturdy, | 


office gray frame mounted on an easel 


for use in vertical or horizontal posi- 
tion. The Hart scope comes complete 
with a standard heading bar, cool lamp 
and reflector, 30° — 60° —90° triangle, 
styli and new type T-square, sells at 
about $20. 


PRESSURE-TAPE DISPENSER 
Minnesota Mining & Mfg. Co., St. 
Paul 6, Minn., offers the Seotech brand 


Definite-Length Dispenser Model 92, de- 
signed to dispense predetermined lengths 
of cellophane or acetate fibre tape at the 
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Eraz see carbon Paper 


QUALITY CARBON PAPER 
LOWERS RECORD COSTS 


Due to its increasing complexity, 
industry cannot operate without 
records. A detail — but one sheet 
of NEV-R-KURL carbon paper 
that produces more permanent 
records and lasts longer cuts 
office costs. 


Corner-cut for easier handling, 
plastic-backed to prevent  slip- 
ping and designed for universal 
use in most machines, 


NEV-R-KURL saves time and 


money 


Dealers who don’t stock 
NEV-R-KURL are missing a 
good bet for extra income and 
increasingly - satisfied customers. 
A post card will bring more 
information. 














It’s the TOPS in Master Units 
TOP PRINTED MASTER UNITS 


or Buy the 
DOZEN 


For greater sales, bigger profits, 


. . | 
more satisfied customers, sell 


TOP PRINTED Master Units — 
the Master Unit with extra selling | 
advantages! 


Yes, they’re TOPS in Master Units! Type- 
writer scales are clearly imprinted and in 
full view of the typist for spacing copy 
accurately. Numbered lines on both edges 
tell you at a glance just how many lines 
have been typed, and is invaluable for 
laying out forms, drawings or color work. 
There are margin lines too, that indicate 
exactly where to place copy for post cards. 
We believe anyone who has once used 
these units will never again be satisfied 
with a plain master sheet. 


TOPS in Value! TOPS in Sales Appeal! 

Tops in value because these time-saving 
units are made with the highest quality 
carbon to give the greatest number of 
brilliant copies. Tops in added_ sales 
appeal with the new MASTER DOZEN 
PACK—a colorful, convenient folder for 
the small user. A DOZEN FOR A DOL- 
LAR, this new package keeps units clean, 
wrinkle-proof, handy to use and handy to 
SELL. TOP PRINTED Master Units are 
also packed in the boxes of 100 
units 


NATIONAL ADVERTISING to help youSELL 


This month millions of readers will see Master 
Addresser products advertised in SAT. EVE. 
POST; DUN'S REVIEW; INSTRUCTOR; CREDIT & | 
FINANCIAL MGT. 


pe 


6500-0 West Lake Street, Minneapolis 16, Minnesota 


regular 





156 


touch of a hand lever. Strips of tape 
from 1” to 4” in length and 1” in width 
can be dispensed with each flick of the 
lever. Longer lengths may be obtained by 
simply depressing the lever repeatedly. 
The dispenser weighs 6 lbs., is portable 
and manually operated. It ean be 
loaded with a 2,592” roll of tape in a 
matter of seconds. Retail price is $14.75 
per dispenser. 


re- 


NUMBERING MACHINE 


Wm. A. Force & Co., 64 White 
New York 13, N. Y., is marketing a 
rubber-figured machine for numbering on 
unusually like glass, 
photographie film, Cellophane or metals 


a 


smooth surfaces 


metal 
at 
gauge plate to prevent 
slipping while making impression. Ex- 
cellent results are obtained with this 
machine when proper ink for surface is 
used and machine cleaned frequently. 
Available in 6 or 7 wheel capacities in 
3/16” Gothie figures only. Inks selected 
for specific jobs should contain no in- 


such as chromium, nickel-plated 
and tin. A special rubber footing is 
tached to the 
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gredients injurious to rubber. Ink pad | 


should not be overloaded. When the fre- 
quent cleaning of the figures is neces- 
either a small amount of alcohol 
or carbon tetrachloride should be applied 


carefully with a cloth. 


EQUIPMENT, FORMS 
Peterson Lithograph & Printing Co., 
1405 Harney St., Omaha 2, Neb., have 
published a 312-page catalog showing an 
extensive line of office and bahk equip 
A separate price list 


sary, 


ment and forms. 


is ineluded. 


CATALOG RACK 


Diebold, Ine., Canton 2, Ohio, makes 
the Diebold Quick-Change Catalog Rack 
in which catalogs open wide—and stay 
reveal the 
entire page. No more pushing or press- 


open—on curved prongs to 
ing are necessary to read information in 


the center fold. The rack is mounted on 


ar , 
ee 
sa —= 


ome 


a steel base with a 30° angle for con- 
venient reference on a desk, 
counter. Base rubber feet and 
end supports are adjustable for expan- 
sion by addition of units. Binders are 
available with four prongs, or three 
pairs of prongs spaced to fit standard 


rests on 


ring book punching. The Diebold Catalog | 


Rack comes in 6-unit and 9-unit sizes. 
Additional units can be added by remov- 


ing one wing support and adjustable 


brace, sliding the hinges of the two bases | 


together and replacing the hinge rod. 
The wing support is replaced in a similar 
manner. The base is formed steel, rein- 
forced and spot-welded. Prongs are spot- 
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stand or | 


NA 1S 


BRINGING 
EXTRA PROFITS 
TO DEALERS! 


INDIANA 


CASH REGISTER 


Dealers find a good market for the Indiana 
because it meets the needs of small business 
for a simple, low-cost Cash Register. Ideal for 
food stores, general stores, gift shops, laun- 
dries, filling stations and garages. 


The Aufographic feature makes handling of 
over-the-counter sales fast and accurate. 
Gives an easy, quick and accurate cash con- 
trol as well as control over charge accounts. 


Entries made at time of transaction—all rec- 
ords kept confidential. Sales records can be 
kept by departments or commodities. 


Check into the possibilities of the extra profits 
with the INDIANA—write for dealer plan. 
CASH 


UTED senses 


SHELBYVILLE, INDIANA 








— One Worker —— 


——when using 


Evans GATHERING RACKS 


GUARANTEED to pro- ’ 
duce quicker and more Do as other well run offices do. Use Evans Gathering 


accurate results than any Racks daily for assembling inter-office communications, for 


—_ ie aid on the sorting papers, and for collating pages of bulletins. 
marker. 


Pictured: Two 6-ctecHlen Of all aluminum, each section holds 500 sheets at inclined 
DU Racks at $14.00 each. angle. Worker sits or stands, collating rapidly, without 


oo from $11.00 to fatigue. Racks collapse for setting aside when not in use. 


See Your Dealer or Write: Evans Specialty Co., Inc. 403 N. Munford St., Richmond 20, V 














Use the Atlas System for Filing 


Duplicator Stencils and Plates 
SAVE STENCILS, TIME, SPACE, MANPOWER 


Stencils hang free from damage by folding, creasing, wrinkling 
or sticking. Plates or masters are protected against scratching 
or careless handling. Visible indexing allows instant location. 
Stencils may be filed together with copy. 


Atlas Double Sten- 


with locking tug, 
=, stencils verti- 
y. 


tlas — eae 
angers 
Series) file ae 
@ally stubless sten- 
cils and plates, 
stencils in file 
wrappers, X-rays, 
photographic 
films, ete. 


ATLAS MODEL 1400 STENCIL FILE (at right) has capacity of 
1400 stencils in only 16" x 28" of floorspace. Unit comes com- 
plete with 700 double steel hangers in two easy-rolling drawers, 
stands 48" high. Other models for every capacity. PROMPT 
DELIVERY. 


Write for illustrated literature. 


ATLAS STENCIL FILES CORP., 1662 E. 118 St., Cleveland 6, 0. 
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welded to plates. 
metals are covered with steel angle 
plates. The base and wings are finished 
in Diebold Chroma-Gray, fine wrinkle, 
and all binding metals are nickel-plated. 


ADDRESS-PLATE REMOVER 
Dashew Business Machines, Inc., 847 
N. La Cienega, Los Angeles 46, Calif., 
announces the Dashastripper for taking 


Addressograph plates and cards out of | 


all types of frames. Made of strong, 
lightweight plastic, the Dashastripper 
has a rubber gripper which is not af- 
fected by ink chemicals. Its use prevents 
hand cuts and the soiling of hands and 
clothing. Available for $3.50 postpaid. 


CONFIDENTIAL DICTATING 

Magnetic 
Broad St., 
the Codit 


Industries, 30 
N. Y., announce 
system of confidential dicta- 
tion with the Voice-Master dictating 
machine. Classified data are handled 
with complete assurance that no un- 
authorized person can intercept the 
scrambled message. As a further guar- 
antee of privacy, this system permits 
instant on-the-spot erasure immediately 
upon completion of the transcription if 
desired. The Codit system provides a 
different code for every user and each 
formula certificate which the user owns 


Recording 
New York 4, 
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Outside of binding, | 





poe ee 





= 


| 0. K. WITH COBRECTIONS |) 


| SHEPPARD ENVELOPE Ce. 
i 


. Distinctive Printing 


The most outstanding feature of a 
quality envelope is distinctive printing. 


The Home of 


MINT-E-SEAL® 


The FLAVOR FLAP 


if 


ENVELOPE CO. 


ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 
New York Office: 1133 Broadway, N. Y. 10 





Will you compare your envelope with a 
sample set sent on request? Dept. 88. 











WHEN YOU BUY OFFICE FURNITURE 
Specity Desks by Hunuperial 


ASK YOUR DEALER 
Imperial 


DESK CO. 
Evansville, Indiana 














BRIEF COVERS 
A Complete Line 


133 ITEMS 


For Every Business 
and 


Professional Use 


Nothing finer for quotations, specifications, pro- 
posals, reports, any kind of presentation by sales- 


Men, research workers, auditors, executives 


Amfile Brief Covers come in attractive colors and 
In several grades of stock. 


® For I! x BI” 


f 
3 


for 2 and 
3 Ring 
Binders 
with 
METAL 
eyelets 


Acetate glamor- 
izes presentation 
material, keeps it 
clean, holds it 
flat. Wipe with 
cloth to clean. 
Each protector 
comes with a 
Black mount, punched to fit binders. A |"' binder 
accommodates up to 25 protectors. 





lf your dealer doesn't | rief Covers and 
Sheet Protector name and 
we'll see that you are suf > romptly, 


Write for catalog 


AMBERG FILE & INDEX CO. 
Filing Specialties since 1868 
1601 Duane Bivd., Kankakee, Ill. 








is insured for counter- 


The 


$10,000 against 


feiting, alteration or duplication. 


Codit device can be added to any stand- 
ard Voice-Writer at $25 per instrument. 


Full information from above address. 


POSTING BOARD 
Todd Co., Dept. O., Rochester 3, N. Y., 
makes the Form-Master board for 
writing of payroll, accounts payable and 
accounts 
tures to meet demands of clerks after a 
3-vear field study. 


one 
receivable postings, with fea- 


The board now allows 


one, comfortable writing position for 
Payroll summary or jour- 
moved into position by 
touching a control bar which clicks sheet 
into perfect Clean-jacketed 
carbon 
wrists. 


every entry. 
nal sheet is 


alignment. 
and 
automatically 


prevents soiled = sleeves 


Records used are 
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collated into alignment by pegs and pre- 
vious postings are easily seen for refer- 
ence without disturbing forms. For pay- 
rolls, individual earning record and pay- 
check stub are written simultaneously, 
and operator complete the check 
while it is on the board. Made in two 
‘sizes, Model 67 Form-Master is 16” x 
14144”, weighs less than 3 lbs. Model 68 
ia. 21° x BOr. Both 
are finished to eliminate glare and eye- 
strain, 


Health and Welfare 


(Continued from page 86) 


can 


weighs 4+ lbs. 6 ozs. 


next-day delivery or same-day delivery 
on Fridays (for week-end use). 
Workers who get thirsty during the 
rest of the day can patronize the 
fruit juice vending machines on various 
floors (described later) and conveniently 
placed watercoolers. There are about 60 
fountains throughout Mutual Life’s 13 
floors and its basement area. Small de- 
partments, such as the 65 persons in 
personnel, public relations and research, 
and top executives on the 13th floor, 
have a single fountain. Larger divi- 


sions, such as the 254 persons working | 


in the policy payment division and 
actuary’s department on the fifth floor, 
have about one watercooler for each 50 
employees. 

Other facilities include two toilet- 
lavatories on each floor, for men and 
women, each located in the same place 
on all floors. Doors are unlocked, ob- 
viating need for keys. Basins, liquid 
soap and individual paper towels are 
available from dispensers replenished 
by two matrons who service the ladies’ 
rooms on all 13 floors. These rooms 
have six wash basins and eight toilets, 
each sectioned off and equipped with a 
handy folding utility shelf for parcels, 
ete. Women may purchase two types 
of sanitary pads for a nickel from coin 
machines. Near the front of the room 
is a convenient standing metal ash tray 
and two wastepaper receptacles. On one 
side of the room are two head-high 
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SSS POSS SSSOSS OS OOOO 


for the best in 


ZIP-A-PART 


earbon 
interleaved 
forms 


ask for free 
samples and 
information 


BATTYE-FRANKLIN CORP. 
Franklin Building 
720 South Dearborn 


Chicago 5, Illinois 


Leseeseaee set eee eeeeeeeaasseesete rw sesese 








Dupli-Typer Ribbon Attachments 
Make INKED Copies 


Increase Production—Reduce Costs 


For 4 
Continuous /’ 
Form Work 


For 
Bookkeeping 
Machines 


information write: 


DUPLI-TYPER CO. 
456 Fourth Ave., New York 16, N. Y., U.S.A. 

















There's a 
vital connection 
between the kind of 
impression your typewriters 
make and the kind of 
impression your letters 
make! . . . because every 


letter that leaves your 


office is you 


on paper! 


That's another reason it pays to insist on 


B.F.Goodrieh Rollers 


aevetet with “bounce-stretching’’ 
PARADIN . . . and be sure of better 
impressions! 


% IMPRESSION QUALITY 


Your local writer deoler corsies the 
new, better-than-ever B. F. GOODRICH 
typewriter rollers with PARADIN. Call 
him today! 


Nationally distributed by 
SHIPMAN-WARD MFG. CO. 


325 NORTH WELLS ST., CHICAGO 10, ILLINOIS 


mirrors with a long glass shelf below, 
and on the other side are three similar 
mirrors below which is a greatly useful 
skirt-length mirror popular with the 
women. Six soft fluorescent lights are 
set flush into a tan ceiling, illuminating 
peach tile and mauve colored walls and 
gray and white floor tiles. 

Mutual Life encourages its employees 
to cooperate in a voluntary neatness 
program, to keep desks and 
floors clear of objects. In addition to 
keeping aisles and floors clear as a 
means of fire prevention, such clear 
areas contribute to a less cramped feel- 
ing. As a safety innovation, files are 
fastened to floors to prevent toppling. 
One man in the personnel division is in 
safety and aecident preven- 


aisles, 


charge ot 
tion. 

Semi-classical and light popular musi- 
cal strains flow down gently from ceil- 
ings to work areas below. No music is 
piped to private offices. From a special 
radio control room, Mutual Life has 
recordings and turntables to play spe- 
cial programs, radios for rebroadcasts, 
microphones for speeches and emer- 
geney announcements (such as fire or 
ervil defense drills). Through use of 
60 switches, both musie and messages 
can be programmed simultaneously. 
Thus, while the Giants-Yankees baseball 
World Series games were being broad- 
cast on the ninth floor recreation area, 
the rest of the building was listening 
to gypsy music and easy jazz. 

Office music is planned to help bol- 
ster the daily normal fatigue curve, 
carefully playing soft musie of wood- 
winds, reeds, and strings to avoid 
sereechy high tones, as well as soft but 
full orchestrations. Beeause research 
has shown that musie is best heard in 
timed periods, a clock automatically 
splices music into half-hour periods - 
on 30 minutes, off 30 minutes. The 
musie is amplified somewhat louder in 
areas where there is a higher noise vol- 
ume, and played lower where there is 
only the soft rustle of moving papers 
and seratching pens and pencils. 

The ninth floor, devoted entirely to 
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Reduce Graphotype NOISE! 


Lower Operator 
Fatigue 
bs) 
Raise Production 
® 
Increase Accuracy 
# 
improve Work Flow 
Layout 


SOUNTROL Noise Reducing Hoods, the result of many years’ research by 
acoustic engineers, protect your workers from tiring noise—increase work 
production and accuracy. Your Keyboard Graphotypes can be relocated for 
better work flow when noise is eliminated and machine’s appearance is 
improved with streamlined SOUNTROL Noise Reducing Hoods which do 
not increase floorspace, retard ventilation nor interfere with machine serv- 


icing. Write for literature today! 


JARDIN ASSOCIATES, INC. 


OPERATION AIDS FOR BUSINESS 
75 MAIDEN LANE NEW YORK 7, N, Y. 


ONLY REX- (OTAR HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


- rin _— 
. , a t's exclusive with the revolutionary 


Rex-Rotary D270...an ink cort 
ridge is inserted, a digl set for the 
degree of inking, and the machine 
needs no further attention... all 
copies come out perfectly ond uni 
formly printed... no more under. 
Or over-inked copies. . re-inkin . 
not necessary ..a bell announces 
when it's time to insert a n 
cartridge. 3 


Electric Multi-Color 


STENCIL et cade and with more 


DUPLICATOR ihabmadhien flexibility than any 


meee ee ee eee 

Rex-Rotary Distributing Corp. 19 W. 31 St., New York 1, N.Y. 

Let me hove more informotion ebout the new Rex-Rotory 0270 duplicetor ond 

the name of my nearest distributor ' 

Nome 1 
a 


REX ROTARY pis, Corp. + 19 W. 31, New York - WI 7-4927 -_lliineahiaaeeeee ~ 
= ores ewe wm mae eed 
See us at NOMA, San Froncisco, May 19 to 22, Booth 818. 
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KKK 


STORMS 


QUALITY PRODUCTS 


CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


“The Complete Line” 
Dealers... 


Increase your sales. 


Compete with con- 
fidence. 


Sell highest grade merchandise produced 
and guaranteed by a reputable manufacturer 
with a thorough knowledge of DEALER re- 
quirements. 


H. M. STORMS COMPANY serving the | 
| DEALER TRADE EXCLUSIVELY for more | 
) than a HALF CENTURY is exceptionally well | 
equipped to provide everything required in 
‘CARBON PAPER, INKED RIBBONS and | 
CARBONIZED ROLLS. 


We have complete modern facilities for | 
‘packaging and imprinting under dealers’ 
private brands. 


Investigate our PERSONALIZED service 
Carbon paper permanently identified with 
your brand name printed directly on each 
sheet of carbon. A sure way to build repeat | 
sales. 


Write NOW to Dept. H for details. 
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TRA0t Mane 


H. M. STORMS CO. 
STORMS BUILDING 
BROOKLYN 16, N. Y. 
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employee welfare, includes the radio 
control room, along with club and game 
rooms, quiet rooms and a_ cafeteria 
(with bakery and kitchen). While there 
is no social director, Harold S. Earing 
serves as a personnel assistant in charge 
of the club and game rooms and the 
radio room. Arrangements can be made 
by women employees to use these rooms, 
after hours, tor wedding showers 
well as other extracurricular — social 
events and meetings. Crocheting and 
hobby exhibits and the Christmas lunch- 
eon are held here. 


as 


Lunch is served in the building with- 
out charge. Lunch hours are from 11:45 
am. to 1:15 p.m. with relays of 100 
workers entering every five minutes. 
Although the cafeteria can accommodate 
400, it is arranged that there seldom 
are more than 300 persons eating at a 
time. Mutual Life feels it is important 
to provide balanced diet meals for the 
health and welfare of its employees. 

Special allowances have been made 
for disabled employees who can use a 
diet room (off the cafeteria) only by 
medical recommendation. Long - service 
employees, others who may have been 
seriously ill, and those temporarily 
handicapped are served here. Three large 
groups of workers include those suffer- 
ing from ulcers, gall bladder conditions 
and high blood pressure (to whom a 
low calorie, salt-free diet is served). 

Except for the morning break for 
coffee milk, Mutual Life does not 
provide formal rest periods. However, 
employees do take “breaks” at their 
own discretion and the company reports 
no serious abuse of the privilege. Em- 
ployees are allowed 40 minutes for 
lunch, usually 30 for eating and 10 for 
traveling to and from the cafeteria. 
They may spend less time eating and 
devote the difference to utilizing the 
ecard, game or quiet room. 

Pool and ping pong are played in 
one large game room, with a raised 
gallery for onlookers, to a background 
of music. There is also a card room 
accommodating about 100 persons. For 
those who seek after-lunch rest, medita- 


or 
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tion or reading, there are the soft- 
carpeted, pastel-painted, soundproofed 
quiet rooms — one for women, one for 
men. No smoking and no musie are 
strict rules here. Pool and ping pong 
tournaments are held after hours. There 
is no employee library. 

The employees have their own organ- 
ization, called the Mutual Life Associa- 
tion or MLA. Membership is voluntary 
in this social group whose operating 
expenses are underwritten by the com- 
pany while dues cover many functions 
such as an annual dance and show, an 
oceasional fashion show, hobby exhibits 
and sports ranging trom ping pong, 
bowling and softball tournaments to an 
honest-to-goodness girls’ basketball team. 
Company spirits run high whenever the 
12-girl team plays in its new blue and 
white uniforms financed by MLA, 

To satisfy cravings for between meal 
snacks, food vending machines have 
been placed conveniently on various 
floors. The company provides rent-free 
space for machines, but MLA is. re- 
sponsible for their operation. Without 
leaving the building, but by traveling 
from the second to eleventh floors, em- 
ployees can purchase candy, gum, erack- 
ers, canned fruit juices and cigarettes 
sold by variously placed machines. 

Compulsory pre-employment physical 
examinations and voluntary annual phy- 
sical check-ups are available free to 
company employes. They also can be 
examined for illness at any time in Mu- 
tual Life’s own medical clinie on the 
seventh floor. Non-preseription medica- 


SECURITY BANK CHECK CERTIFIER 
Representatives Wanted 


The absolute protection against 
forgery and alteration afforded 
by the SECURITY CERTIFIER 
is of inestimable value to 
the Bank and its depositors. 
The entire certification record, 
bank name, amount, date and 
serial number, are cut and 
printed on both the front 
and back of the check in one 
simple operation, Parts made 

of solid brass to prevent 
warping and to render 
lasting service. 


SECURITY CERTIFIER CO. 
5 Beekman Street, New York 7, N. Y. 
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“DEALER'S CHOICE” 
BUILDING BUSINESS 


GRAYTONE MODELS 


WITH DIRECT SUBTRACTION 


MODEL B192E 


Electric Printing Calculator 
9-Column Totals up to 9,999,999.99 


MODEL B192 


Hand-Operated Printing Calculator 
9-Column Totals up to 9,999,999.99 





Some territories now 
se Tet i! open for exclusive as- 
SALES signment. If interested in 
AGENCY securing an exclusive 
PLANI and profitable agency, 
write for full i1formation. 














EARRETT ADDING MACHINE DIVISION 


Lanston Monotype Machine Company 
24th and Locust Sts., Philadelphia 3, Pa., U.S.A. 
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@ Finest quality homogenized oil 
base ink, laboratory controlled 
for use in any climate, on open 
or closed cylinders. 

@ Will not destroy stencils, clog cylinder 
or pad. 

@ Batch-tested for uniformity of quality 
and performance. 

@ Available in pound or half pound cans. 


Write Today for Name of Nearest Jobber 


INK SPECIALTIES CO., Inc. 


523 N. HALSTED ST. CHICAGO 22, ILL. 


In Canoda: 
Corbon Paper Service Bureav 
94 Adelaide St., West, 
Toronto, Conoda. 


tion is available free (aspirins, cough 
syrup, ete.) and prescription medicine 
may be ordered and paid for by em- 
ployees examined by private physicians. 
Other services provided free include 
oral and body x-rays, blood tests, in- 
jections, basal metabolisms, fluoroscopy, 
electrocardiograph tests, ete. Some of 
these modern facilities, equal to a small 
hospital, partially are used to give 
exams to prospective policyholders. 

Separate facilities are used for com- 
pany employees who are served by a 
registered nurse, a medical division sec- 
retary, and a doctor assigned to a half- 
day company clinic although several 
doctors always are available in emer- 
gencies. Similar to the individual quiet 
rooms on the ninth floor, there are sepa- 
rate quiet rooms in the clinic, one with 
three beds for men, another with five 
beds for women. 

There is no psychiatrist on the medi- 
eal staff. Psychiatric problems may be 
discovered by the personnel division and 
referred to the medical division, or vice 
versa. If an employee seems to need 
such help, the medical division may sug- 
gest the name of a psychiatrist or make 
an appointment, if requested. 

As a public relations promotion Mu- 
tual Life’s skyscraper tower flashes the 
weather by a lighted star, based on re- 
ports from the local U.S. Weather Bu- 
reau. The service also benefits em- 

| ployees, some of them suburbanites liv- 
| ing many miles away from the home 
office, by flashing the next important 
change in weather for the following day. 
In its first year of operation the star 
reflected the Weather Bureau’s predic- 
tions which were 85% to 87% accurate. 
Smoking is allowed generally but 
| smoking by Mutual Life employees is 
| not permitted in departments such as 
records or files, where loss of im- 
portant papers and records would be 
serious. Smoking also is not done in 
| places within departments where the 
public is received regularly. 
| Results? Mutual Life saves the 15 
| minutes usually spent daily by about 
800 employees who used to vanish from 
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their desks in quest of the morning cof- 
fee. The company similarly saves preci- 
ous extra minutes and has a minimum 
interruption of work schedules by pro- 
viding free employee lunches in the 
company cafeteria. It’s too soon for 
fancy figures, but some rough statisties 
are available. Mutual Life says its 
building will yield cumulative results 
and savings—in the long run. Thus far 
the company has passed more than the 
first hundred years, which are prover- 
bially considered to be the hardest. Ex- 
ecutives believe production costs can be 
snipped by about 20% and mainten- 
ance expenses reduced more than 25%. 

The company never has been bothered 
much with absenteeism but they believe 
that the absenteeism and higher labor 
turnover which may arise in the face 
of growing defense work, can be pre- 
vented through improved health and 
comfort facilities which hold employees 
and attract others. (Salary scales, ad- 
vancement opportunities and general 


C-THRU 


the Quality Line of ae 
STURDY, TRANSPARENT ~ 
PLASTIC 7 





T-SQUARES 

PROTRACTORS and 

OTHER RULING, 

DRAWING and 

COMPUTING DEVICES 
Write for Free Catalog 


C-THRU RULER CO. 


Hartford, Conn., U. S. A. 
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WO WASTE WORDS ... 


BUSINESS 
FORMS 
For SPEED... 


ACCURACY.. 
ECONOMY 


in office and factory record-keeping activity. 


& 
TAILOR-MADE .. . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 


Fold-over Statement Forms. 
e 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a | SnapSasy- 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


DEPT. 0, GAVRIN PRESS BLDG. 
New Rochelle « New York 

















DRY CLEAN wactines 


STENO- 
KIT 


NYLON 
BRISTLES 


PLASTIC 
HANDLES 
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© TYPEMASTER Type Brush 


Cleans type without the mess of solvents. 


© HANDIMASTER Dusting Brush 


Reaches hard-to-get-at places of office 
machines. 


STENOMASTER Eraser 


Equipped with brush for whisking erasure 


crumbs. 
Call your stationer or urite Dept. O. 


BRUSHMAKERS, INC. 


529 So. 7th St. « Minneapolis 15, Minn. 














VUE-FAX CORPORATION 

90 Gold St., New York 38, N.Y. 
Please explain how I can 

simplify and systematize m 

record keeping with VUE-FAX. 

NAME 

FIRM 

ADDRESS 





3 m@vements — 
sonsecutivé, duplicate, 
repeat. Triplicate or 

quadruplicate 
ivailable in\place of 
luplicate. Prefix letter 

wheels available 
in place of figtyes. 

6 wheels. 

Clear-cut figures. 


Write for catalog E 


WM. A. FORCE 


Me ” RPORA 


64 White Street, New York 13. N.Y 





L HOLDERS 
for POST BINDERS 


There are three sizes of .020 gauge 
Vinylite Plastic Post Binder Label 
Holders to serve every identifica- 
tion or marking need for open 
back binders. 
A no-warp—no-curl Label Holder 
that slips and locks on any size 
post. 

V2"' x 22'' — 20¢ Each 

1°' x 2/2"' — 25¢ Each 

2°* x 22"' — 30¢ Each 


OFFICE PRODUCTS, INC. 


Detroit a2, Michigan 
Order Thru Your Dealer 
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working conditions, are most important 
factors in reeruiting and keeping em- 
ployees. However, this article is con- 
cerned only with health and comfort 
facilities. ) 

Mutual Life announces that within 
the past 10 years it has: added more 
duties to its home office work load and 
added personnel, planning, public rela- 
tions and research work—but now op- 
erates with 10° fewer employees than 
in 1940. Between 1937 and 1950. it 
eliminated about $2,500,000 of annual 
operating expenses.  Llowever, — these 
water-under-the-bridge statistics cannot 
fully be apphed to current activities in 
the new building, except that Mutual 
Life plans to enter accident and sick- 
Hess Insurance operations without add- 
ing appreciably to its offiee foree or 
present office space. 

It is diffieult to truly results 
of the company’s employee efficiency 
without taking into full aecount the na- 
ture of the work, the workers’ attitudes 


ASSeSS 


ease WAWANUFACTURERS: OF ‘ss 


LOOSE LEAF BINDERS ~ 


toward their work, and the seale of pay- 
ment for work and chanees for advanee- 
ment. Mutual Life reports that in the 
last 10 years it has granted employees 
10 general cost-of-living increases in 
salary. Employees’ retirement and _se- 
curity plans have been improved and 
«a new life insurance program added to 
their benefits. Traming courses also are 
available to all personnel; an educa- 
tional refund plan enabies them to take 
outside courses related to the life imsur- 
ance business. 

Even as any other company, Mutual 
Life has its employees on one hand and 
its owners (policyholders) on the other, 
Since 1945, total dividend payments te 
policvholders have inereased 40°. ln 
provements in new policies are reported, 
along with reduced premiums, 
Since the insurance business depends 
almo&t entirely on office work and c¢leri- 
cal workers, Mutual Life is optimistieé 
about its employees’ future EK. Q. 
efficiency quotient, that is. 


2TOSS 


SOLE Ee ee 


for every prog 


BACSOY ery NG 
*x CATALOG 
xSToe K CONT ROL 


*#kSALESMEN 
TOU BLICATIONS 
#MANUALS 


For Shenest Qveity at Lowest Price 
ASK FOR STAR BINDERS” 
ones will be sent on request. 


“> STAR LOOSE LEAF C0. 


169 Duane St., New York T3DN..Y. 
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ANNOUNCING ! FORTHE INDEPENDENT DEALER 


THE NEW 


UNIVERSAL CASH REGISTER 


WITH 
PARTS REPLACEMENT GUARANTEE 


EXCLUSIVE FIVE YEAR , 


PRECISION MADE — SMOOTH KEY ACTION 


SIMPLE CONTROLS 


U. S. Distributor == T, K, McGOURTY 


87 West Main Street, Patchogue, New York 
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EWS 
of the Office 





IASA Annual Conference 


Months of detailed planning have gone 
into Insurance Ac- 
counting & Statistical Assn. 30th Annual 
Cincinnati, May 19-21. 
Informal workshops for delineation and 
discussion of common have 
divided into a life and a 
fire and casualty section with 37 work- 
shop ranging 
housekeeping to 
reports on key punch efficiency through 
ecard design and policy loan accounting. 
Workshops have restricted to 25 
participants and early registration is ad- 


programming the 
Conference in 


problems 
been section 


discussion topics from 


tabulating department 


been 


vised because registration is expected to 
reach 1,000, 


NMAA Convention 


National Machine Accountants Assn. 
'will hold its first annual convention in 
-the Hotel Curtis, Minneapolis, June 19- 


21. It is expected that 1,000 will attend 
and the program will present authorities 
on the overall operation of machine ae- 
counting “methods. There will also be an 
exhibit of equipment and supplies. De- 
tails from NMAA at P. O. Box 3910, 
Merchandise Mart Station, Chicago 54. 


Controllers’ Congress in N. Y. 


The Controllers’ Congress of National 
Retail Drygoods Assn. will be held in 
New York for the first time in 33 years, 
May 26-29 at the Hotel Roosevelt. An 
equipment exhibit will feature this 
meeting which will be one of the largest 
ever held. Information from NRDGA, 
100 West 31st St., New York 1. 


Bank Accounting Manual 


Clarence H. Lichtfeldt, president, Na- 


tional Assn. of Bank Auditors & Con- 
trollers, announced publication of a re- 


Secretary of Com- 
merce Charles Saw- 
yer (left) discusses 
the stenographer 
shortage with Mary 
H. Barrett, president, 
National Secretaries 
Assn., and C. King 
Woodbridge, presi- 
dent, Dictaphone 
Corp. Mr. Wood- 
bridge announced 
that National Secre- 
taries Week will be 
held June 1-7. 
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No tack or stickiness—no need to peel carbon from paper 


Miracle-Tone back eliminates curling and slippage 


Unsurpassed for brilliant color and lasting service 


Non-smudging, deep-down manifold ability 


Taobless Paneil Carbor. Papen 





roduct of experience, research, and master 
raftsmanship, M & V_ Tackless Pencil 
carbon Paper measures up to the highest 
tandards of quality, performance, and 
bconomy. It has unexcelled manifold ability 
nd is made in a variety of weights and 
nishes to suit any type of pencil work. 


f M & V Tackless Pencil Carbons are not 
n your line, it will pay you to call your 
earest M & V branch office and ask for a 
Hemonstration. 


MITTAG & VOLGER, INC. 
Park Ridge, New Jersey 
Fine Carbon Papers and Inked Ribbons 


NEW YORK 7, 
261 Broadway 
KANSAS CITY 6, 
1013 Grand Ave. 


BOSTON 10, CHICAGO 6, ; 
75 High Street 558 W. Washington St. 
SAN FRANCISCO 5, LOS ANGELES 13, 
591 Mission Street 406 So. Main St. 
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FILES 
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‘ 
ANITAR? BASES 


for all size files 


$325 


FOLLOW BLOC 


made for any size { 


8C 





Letter Size $355 
Legal Size $435 
Check Size $40 


20 sizes to choose from. Size and price chart on request. 


LOCATE YOUR RECORDS EASILY STURDY CONSTRUCTION — 
—No more need of fussing and fuming. Prontos are built of 275-lb. test corru- 
With Pronto files you can get at all gated fibre board and reinforced with 
records just as easily as in your regular steel on the shell and the four corners 
active files. of the drawers. 


BEAUTIFUL APPEARANCE — SAVE FLOOR SPACE— Constructed 


Pronto files are beautiful in appearance, so that they interlock into solid units and 
finished in an attractive olive green. The stack as high as the ceiling, saving valu- 
steel drawer front matches your regular able floor space. 

active office files f 


PRICES SLIGHTLY HIGHER IN TEXAS. COLORADO AND WEST OF THE ROCKIES 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17, N.Y 


vised edition of the association’s ‘‘ Man 
ual of Bank 
Operation, ’’ 


Accounting, Auditing and 


Federal Deposit Insurance 
Corp. has sent a copy of the new edition 
to each insured bank in the U. 8. as part 
of its program for improving bank op 
erations and the 


assuring safety of 


deposits. 


Punched Card Annual 
The 


tion devoted exclusively to machine ac 


first issue of an annual publica 
counting will appear next month. Titled, 
“The Punched Card,’’ it 


over 150 pages, Slo” x 11”, with articles 


will contain 
on tabulating principles, improved appli 


machine utilization, control 


ete., at $6 a 


cations, 


panel wiring, from 
D. A. Talucci, 509 Francis Palms Bldg., 


Detroit 1. 


cCOpyV 


World Clerical Meeting 


The problems facing white collar work 
ers throughout the world were discussed 
the the 
Committee on han 


session of 
Salaried 
plovees and Professional Workers of the 
International Office in 
According to reports 


in Geneva at second 


Advisory 


February. 
the 


Labor 


prepared for 


ILO, nonmanual workers aré 
workers. 


session by 
increasing faster than manual 
The committee hygiene in 
shops and offices, and general problems 


discussed 


concerning certain professional cate 


gories such as radio and television 


per 


formers, journalists, supervisory and 


staff, 


assistants, 


travelers, 
staff in 


managerial commercial 


and eleriecal 


shop 


general. 


OEANY Round Table 
The May 
Office Executives 


15 evening meeting of the 
Assn. of New York 
will hear a table discussion on 
office manuals, led by R. W. Cockrell, 
M. W. Kellogg Co. Meeting will be held 
in the seminar the Remington 
Rand Building, 315 Fourth Ave. 


round 


room of 


Smoking Allowed 


Standard Pressed Steel Co., Jenkin- 


town, Pa., told its 2,000 emplovees they 
may smoke at their work. The company 
distributed a booklet re 


receivers, 


semi-humorous 
workers to ash 
the 


not to smoke in certain areas. 


questing use 


respect rights of non-smokers and 


NOMA's How Shop on reproduction processes conducted in Philadelphia by Irvin A. Herr- 


mann, Serve!, Inc., and George J. Hart, Shell Oil Co. 


May 22-23; limited to 20 persons, fee $50. 


Another will be held in San Francisco, 
Mr. Herrmann's article from the April, 1951, 


issue of THE OFFICE is used as a text. 
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TYPE CLEANING MADE EASIER 


with the amazing 


By 


wt? 2 CLEANS 
7° Typewriters 
“e Billi ing Machines 
© Adding Machines 
* Addressing Plates 
* Marking Devices, ete 
PE CLEANER 


Typists and business 
machine operotors wont 
* Norta Piostic Type Cleaner 
it's easy to vse—no mess 
— no liquids to spill 


*NORTA THE 


Free somple sent 


NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N. Y. 


STATEMENTS w! 
CARBON | 
ATTACHED. 


dern Business forms Mta.Co. 
ae E 8th St, Cincinnati 2 


Mfd in / OPERATION 


ORIGINAL PLAST! Ty 


STATEMENT 
2.¢.0. CORPORATION 








SAVES 20°% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS IN USE 


O°) go 


For fast hand-sorting of cards, 
checks, letters, invoices, orders, 
business forms or public docu- 
ments. We make all types from 
tiny desk models to shuttle-carri- 
3 age machines. Write for illustrated 
circulars. 

Representatives everywhere. 
Associated Industrial Designers 

P.O. Box 12562, Los Angeles 39, California 
Plant: 1248 Eest Sixth Street 


The Sorter 
Vou we Aiwoy: Wonted 








FOR SALE — Nine Rem- 
ington Rand model 381360L 
one-hour fireproof ledger card 
vaults on wheels, with locks. 
Average age four years. New 
cost $152.00. 

Price $100.00 each. 
CALORIC STOVE CORP. 

Topton, Pennsylvania 
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Office Hygiene 


(Continued from page 76) 
Finally, personnel should never be al- 
lowed to perform physical duties 
greater than those specified in their job 
descriptions. 

Fatigue control should be the means 
of eliminating weariness and exhaustion 
from physical tasks. The Production 
Handbook edited by Dr. L. P. Alford 
and Prof. J. R. Banks has the follow- 
ing to say about fatigue: “General 
causes of industrial fatigue have been 
classified as: (1) poor emotional adjust- 
ment; (2) deficient bodily condition; 
and (3) improper environmental forces. 
It is obvious that there are many vari- 
ables outside the faetory which con- 
tribute to employee fatigue, but these 
are largely personal and beyond an em- 
ployer’s direct influence. Of the variables 
within the factory and those under the 


employer’s responsibility, the following 
physical de- 


eight are most important: 


Courtesy Kohler Co. 


Restroom of Security Life & Trust Co., 
Winston-Salem, N. C. 
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WITH FACIT! 


You will not need to employ specially trained 
calculator operators if your office is equipped 
with Facit. This world-famous high-speed cal- 


culator adds, subtracts, multiplies, and di- 


All the figures on vides. It takes only 15 minutes for anyone to 


your five fingers! learn the simple, fast, 10-key system. And after 
some days most beginners can operate a Facit 
calculator so quickly that they do the work of 


many persons—for one person’s wages. Be- 





cause of its astonishingly low price, the cost of 
a Facit is not an expense at all — it’s a wise in- 


vestment that soon yields valuable returns. 

E 1 Xo \ Be World's most exported 
CALCULATOR 

AB ATVIDABERGS INDUSTRIER * SWEDEN 


Write for folder 


U. S. SUBSIDIARY: FACIT INC., 500 FIFTH AVE., NEW YORK 36, N. Y. 
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Make Plates 10 Min.! 


For Davidsons, Multiliths 
TOP QUALITY — BIG SAVINGS! 


Save Time! Cut 
Costs! Better Work! 
Try 10 Days FREE! 


No darkroom needed! 
Easy, foolproof 
5-minute 


development! 


MAKE your own plates, save plenty! 
New “Speedee”’ Platemaker, used with 
pre-sensitized plates, gives you top qual- 
ity plates FAST . . . at lowest cost. Try 
10 days FREE. Write today! 

LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 


Plot a Protit Path 


WITH MAPTACKS 


| =O 


SIGNALS 
and MAPTACKS 


SEE YOUR OFFICE SUPPLY DEALER 


George 8B. Graff Co., Cambridge 40, Mass 





AVAILABLE AGAIN! 








Mail Order Today 











——u" — SHIPPED 
—— FROM STOCK 


A metal cabinet map file—with 
locking doors. 112 tilting tubes. 
Easy to file and find maps, 
tracings to 60”. 


PATENT NO. 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main Tulsa 3, Okla. 











MASO'S 
NEW 
De Luxe 
Econome” 
STAND 


Has Handy Letter Size Drawer! 
This newest addition to Maso’s line of 
typewriter tables and stands is of all 
steel construction throughout. Choice of 
3 beautiful hammerloid finishes: he ’ 
green, brown, Size 14/2” x 35”-27” high. 
Handy letter size drawer measures 10” 
wide, 12” deep and 1'4” high, inside. 
Plenty of room for the typist’s needs. 
Write For Details, Prices. 


MASO STEEL PRODUCTS 
Dept. O, 81 W. Van Buren, Chicago 5, Ill. 


ad 6 « 


No. 695D 
All Stee: 
with Drawer 
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mands of the job, nervous demands ot 
the job, noise of work environment, 
illumination ot workplace, accident haz 
ards ot job, duration and time of work 
period, air condition of work environ- 
ment, monotony of job.” 

The author beheves these cight tac 
tors are also applicable to fatigue in 
office work. Faetors one through five 
and factor seven have already 
briefly discussed. Mention should — be 
made again of physical demands of the 
job and the possibility of such redue- 
tion through simplification. 

Even inanimate machines cannot op- 
erate continually without rest and over- 
haul; more so the human body. Greater 
productivity will be obtained from a 
staff that is never overworked. Each 
work day should contain rest periods. 


been 


matter that must be squarely faced by 
management. Many concerns grant two 
rest periods of 15 minutes each; one 
in the morning, the other in the after- 
noon. Staggering of periods is advise- 
able to assure continuous operation, 

Merely giving the employee time to 
relax is not enough. Management 
should furnish him with suitable sur- 
roundings that contribute to relaxation. 
Soft chairs, reading matter, pleasant 
lighting, recorded music and = game 
tables are some of the accoutrements of 
a relaxing room, Soft and hot drinks 
should be nearby. Spending the rest 
period at the desk or workplace quickly 
negates its benefits. 

Lunch periods should be long enough 
to allow travelling to an eating place, 
eating at a normal pace, and returning. 


The length and number of periods is a Management must take into considera- 


DASHastripper 


The greatest development in 50 years to aid the 
addressograph operator is READY NOW! 


NO CUT FINGERS! 


NO BROKEN 
FINGER NAILS! 


NO DIRTY HANDS! 
EASY TO OPERATE! 


For years addressograph operators have hated 
stripping plates and cards from frames. Many 
operators are discarding expensive frames because 
they don't want to break fingernails, cut their 
hands, and get covered with hard to remove ink. 
DBM created the DASHastripper to work with 
every type of frame. One swift motion and the 
plate is ejected. Another swift motion and the 
card is ejected. 


Order one today for every person in 
your addressograph department. 


‘ Me $350 


Postpaid anywhere in the 
United States. 

ORDER FROM DASHEW BUSINESS MACHINES, INC. 
Mfgrs. of Formula 916 DASHaplates & 
Advanced DATA writing Equipment 
847 NO. LA CIENEGA BLVD. 

LOS ANGELES 46, CALIF. 


only 


SAVE TIME & MONEY with the new lightweight Formula 916 DASH- 
plates! Can be corrected 5 times & more without blanking down! 
nereases operator efficiency 18%. Available for all standard addresso- 
zraph & speedaumat machines, Write for samples & prices; please send 
»late stvle & annual consumption. 
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Prints on Postcards - 
Shipping Tags - Labels 


Bones ¢ Cartons « Packages 
ALSO FORMS, BULLETINS, MENUS, LETTERS 


ULTISTAMP 


STENCIL DUPLICATOR 


Manufactured Only by the Multistamp Company, 
Norfotk, Va. 


THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 
@ A “rubberless” stamp in one minute for 2c 
@ Type, write, draw, trace on low-cost stencil 
@ 1000 of more copies from 1 stencil ...one inking 
@ Non-mechanical . . . made of non-corrosive metal 


@ Replaceable ink pads 
© 8 Complete Outfits . . . $9.50 to $99.50 


Mo. 1—RUBBER STAMP AND SHIPPING TAG SIZE 
$950 


f.0.b. factory 
COMPLETE 


At Your Office or Shipping Room Supply Dealer 


3 PHON PROBLEMS 


SOLVED —— 
1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 


Durable case includes 25 stencils, 
ink, ink brush, stylus pen, writing 
board, illustrated instructions. 














tion when setting the length of the 
period, environment and working popu- 
lation in the area and nearness of res- 
taurants. The worker who has to dash 
out, gulp down his lunch, and dash back 
is not a happy one. The worker who 
does not eat in proper fashion (either 
too hurriedly or too little) will suffer 
discomfort, become fatigued, and be less 
valuable for that period. Nourishment 
is an important matter in the control 
of fatigue. Vending machines tor hot 
coffee, milk, soft drinks and candy 
should be installed. Nourishing foods 
pep up the worker and give him more 
drive when he starts to slow down. Pur- 
chase of food and drink of this nature 
should be allowed on a continuous basis, 
not only during rest periods. Employ- 
ers who disregard this human need are 
only fooling themselves. This is  re- 
flected in the millions of manhours lost 
each day by employees who go out for 
a cup of coffee. Progressive employers 
should face this situation realistically 
by having the desires of their employees 
satisfied on the premises. In such man- 
ner the time spent in these extra-office 
activities is under observation and can 
be controlled. Less time is lost and ¢om- 
missions derived from the vending ma- 
chines can be applied toward employee 
welfare programs. 

Just as the human body requires time 
to relax after engaging in work so does 
it require time to heal and convalesce 
during sickness. Not to allow sick leave 
may cause ill personnel to return. to 
work because of financial needs. On the 
other hand a policy of unlimited sick 
leave makes for malingerers. The length 
and type of sick leave is another matter 
of policy for management to decide. 
organizations have physicians 
visit personnel who are on sick leave 
after a certain period of time. This 
acts to uneover those who feign illness 
and aids worthwhile employees. 

Personnel need yet more time for re- 
laxation, a longer period than the daily 
rest periods and the week-ends; the an- 
nual vaeation which should be long 
cnough to be a complete respite trom 


Some 
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STEEL STORAGE FILES 


“Double” as active files. Stack without sag 
or bulge. Easy roller operation. Oven- 
baked gray or green—brass finish trim. 
Prompt shipment. 

CONTACT YOUR DEALER TODAY 


Engineering 4 server favestnias 4 Company 


3 WES ACKSON B¢ 


Planned Efficiency 


with PLANOMATIC 
Combats 
Rising Costs 


Make every square foot 
count the quick accurate 
way with Planomatic. 


Planomatic's _three dimension magnetized scale 
mode's provide a picture in miniature of your 
office layout problem. 


Every detail can be worked out without drawing a 
single line because plans are recorded by photo- 
graphing or direct blue printing. 


Make your next move the PLANOMATIC way. 


M & M INDUSTRIES 


P. O. BOX 91, SOUTH MILWAUKEE, WIS. 
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“Direct from Manufacturer to You" 


PRECISE 


CARBON STATEMENTS 


for use on all bookkeeping machines 
(Copy to your specifications) 
Snap-out Fold-Over style—Double 
carbon. Also for Multiple Copy 
Statements. 
Fold-Over Statements with | or 2 
carbons attached. Allows for easy 
insertion of Ledger card. 
Single Statement forms with one 
time carbon attached. Folds over 
Ledger card. 
Precise forms at ATTRACTIVE 
PRICES. Samples and price 
request, Send us your ¢ py. 
PRECISE CARBON FORMS 
div. of Whitfield Press Ine. 
359 Jay Street Brooklyn I, N. Y 


Ledger cards. Multiple Carbon Snap-out 
oven, Voucher and Payroll Checks, Special 
orms 











“Saue 7ime cucth 
a (fe- Le id 


THE MODERN COPYHOLDER 
RITE-LINE CORP. 1025 ; 13m Street, N- W. 


RITE-LINE copyvuwo.tpber 














NO La Te) 
BREAKING! TEARING! SLIPPING! 


FULL PROTECTION 


for your papers with... 


Schlegel PULL 
FASTENERS 


Successor to the rubber band 


NO BREAKING! Strong, durable Schlegel 
PULL FASTENERS will not break, or 
rot. Hold papers firmly while you carry 
them, or for a lifetime in your files. 


NO TEARING! Valuable rolled drawings, 
flat documents, and checks are pro- 
tected against cutting or tearing. Flat 
adjustable tape spreads tension. 


NO SLIPPING! Fully adjustable to the size 
of packet. Tightens snugly. Holds firmly. 


WRITE! Descriptive folder with prices 
and sizes will be mailed promptly. 


MANUFACTURING 


Schlegel comrany 


387 N. Goodman St., Rochester 7, N. Y. 
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all labor. The annual vacation is a must. 
An employer should forbid personne! 
passing up a vacation. No one is that 
important to the organization that he 
can’t take a vacation. If this situation 
exists in your company it should be 
remedied immediately. Who will fill his 
shoes when that person leaves or dies? 
People come back from vacations full 
of zest and eager for work. That feel- 
ing is good tor all. People who don’t 
take vacations suddenly collapse one 
day and that is not so good! Minimum 
length of time for the annual vacation 
should be one week. The maximum time 
usually depends upon policy set by 
management and considers seniority and 
type ol job. 

A word about monotony is important 
for those who would control fatigue. 
Doing the same job over and over again 
dulls the senses and produces poor qual- 
ity results in minimum output. Rota- 
tion of such tasks to different groups 
of personnel brings relief. Many or- 
vanizations assign monotonous routine 
tasks to new employees keeping them 
at these duties for only a few weeks 
and then detailing them to more dy- 
namic positions. Care should be taken 
to see that personnel of high intelligence 
levels are not assigned monotonous du- 
ties; otherwise a high rate of personnel 
turnover will result. 


Es Guide Tabs a 


pall and swore A 


haan ip them firmly to car 
permit removal or rearrangement 


Large openings covered by trans 
parent pyroxylin, white, blue, green, yellow, pink, or red 
Insertable labels in perforated strips for typing 


2 Sizes, 1” wide and 2”. Tops straight or bent back 
Sold by leading stationers, \. S. and toreign, or sent 
ppd. to responsible firms on 30 days’ trial, Price list free 


Samples (5 or less) 2 cents each. 


1,000 used by Dennison Mfg. Ce 
Framinaham, Mass. 


CHAS. C. SMITH, Mfr. Box 738, EXETER, NEB. 
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these fae- 
office can result in 


Proper utilization of all 
tors of the healthy 
the minimum morale and health neces- 
sary to assure good productivity and 
high quality. As previously indicated 
this is not all that an organization ean 
do to increase the health and better the 
welfare of its employees. The policies 
and practices of business that may be 
considered the minimum today may _ be- 
come inadequate tomorrow as the con- 
cept of serving and helping employees 
progresses, The increase in expendi- 
tures that management will have to face 
should problem because the 
more that is done to increase the physi- 
cal fitness of workers, the greater the 
return will be. 

What of ways and means over 
above the minimum that may serve to 
make the office the healthiest? The fol- 
lowing is a most incomplete list, read- 
ers may add to or delete from it as they 
deem necessary : 


pose ho 


and 


OS 


- 
< 
oe 
w 
Q 
w 
Ma 
=) 
< 
eae 
w 
a 
uw 
re 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


Planned rest period 

Recreation areas (athletic 
nasiums ). 

Planned recreation programs includ- 
ing free team uniforms, dances, parties, 
outings, ete. 

Continuous 
office. 

Cafeterias on the premises with 
or partially subsidized meals. 

Air conditioning and sound proofing 
throughout. 

Free dental examination 
periodic cleaning of teeth. 

Free or partially subsidized aceident 
and lite insurance, 

Free or partially subsidized hospitali- 
zation. 

The healthy office in’ reality 
management nothing since it pays for 
itself. The unhealthy office can under 
mine the very foundations of business 
administration, negate expensive instal 
lations and give rise to many problems. 


programs, 
fields, 


ovis 


recorded musie in_ the 


tree 


including 


costs 


- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERA, - 


- 1W¥3034 


Iwuadid 


"/4e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 


@ BookKeEeEPinc 
@ CALCULATING , 
@ Ac COUNTING 


‘conditioned. Write for 
current prices. 


321 BROADWAY » NEW YORK? WY 


RP. Since 1927 WO 4-1240° cable: Hodgmach 
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“K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 


EFFICIENT 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY 
BINDING RECORDS 
IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL- 
ABLE FOR '4,”, 
5/16” & ¥%” HOLES 
EXPANSION UP 1O 
7/2 INCHES 

Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, WN. Y. 
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Koontz Is Diebold President 


Raymond C. Koontz was named presi 
dent of Diebold, Inec., by the board of 
directors at a meeting of Diebold stock 
holders. George H. Bockius, relinquishing 
his administrative duties as president of 
the 93-year-old firm after an association 
of more than 30 vears, was named chair- 


The 


Wilson, sales mana- 


man of the executive committee. 
board named W. K. 
yer of Diebold’s Systems Division, a vice 
president of the company. Mr. Koontz 
joined Diebold in April, 1947, as assistant 


Raymond C. Koontz W. K. Wilson 


to Mr. Bockius then 
In July, 1947, he became treasurer 


president of the 
firm. 
and in 1950 he was named executive vice 
He will retain his position as 
treasurer. Mr. Wilson has been associ- 
ated Diebold 1941. He first 
served the company as director of sales 
filled 
manager of the 


president. 


with since 


promotion and later successively 
firm’s 
Cleve- 


land branch and manager of the Flofilm 


the positions of 


Canton branch, manager of the 


Division. He was appointed sales mana- 
ger of the Systems Division in 1947 and 
Bockius first 
joined Diebold in 1921 as a draftsman in 
the engineering department. In 1930 he 
was elected to the board of directors to 


retains this position. Mr. 
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fill the vacancy created by the death of 
his father, Edward G. Bockius. In 1935 
he was named director of purchases, he 
member of the executive com- 
mittee in 1937 
president in charge of purchases in 1942. 


became a 


and was elected to vice 


A year later, he became vice president 


and assistant general and in 


1944 was named vice president and gen- 
In 1945 he became presi- 


manager 


eral 
dent and general manager. 


manager. 


Dennison Officers 


John S. 
executive 


Serr, 

vice 
president since 
1939, has been elec 
ted president of 
Mfg. Co. 
to fill the vacaney 
caused by the 
death of Henry 8. 
who had 
president for 


Dennison 


Dennison 


eee 
tae John S. Keir 


Ralph A. Maish, 
in charge of marketing; 


35 vears. The di- 


rectors also elected 
vice president 
and John A. 


charge of production, Mr. Keir has been 


Garvey, vice president in 
with Dennison since 1924, when he came 
to the company as staff assistant to the 
president. He was placed in charge of 
the research division in 1929 and elected 
a director in 1932. He became vice presi- 
dent in 1936 and executive vice presi- 
dent in 1939. 

H. E. Gorton, P. B. Hamilton and R. 
N. Wallis have been added to the board 
of directors. Directors re-elected were J. 
S. Keir, R. A. Maish, J. A. Garvey, J. T. 
Dennison, D. C. Huntington, R. 
Mitchell, A. B. Newhall. D. C. Hunting- 
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LOWER PRICES 
HIGHER QUALITY 


MADE POSSIBLE BY STREAMLINED 
PRODUCTION METHODS IN THE EXPANDED 
Cramer KANSAS CITY FACTORY. 








for cushions instead of the old 
hair cushions make these popular 
models even a better buy than 
before. And on top of this in- 
creased quality the price goes 








DOWN! We pass our lower pro- 
duction costs along to you ... and 
can give you prompt delivery too! 


Model 2251 








LIST PRICE 


$3122 

— 
Sold to dealers at the Model 
usual Cramer discount 2150 











$27°° LIST 


Sold to Dealers 
at the usual Cramer discount 





Four can ride 





as ene Lowest priced, quality steno- 
aa pn ag oe graphic chair on the market, with 


save onfreight full 2 inches of Latex Cushioning. 
Cramer POSTURE CHAIR CO., Inc. 














1205 Charlotte Kansas City, Me. 
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Which File 
of Papers 


Rid your files of soft folders and loose filing, with 


ACCOBIND FOLDERS 


“ACCO-bound Papers are SAFE Papers” 


Accobind Folders of fine pressboard 
incorporate the ACCO Fastener of 
smooth pliable steel for the all-im- 
portant safety factor. Each paper, 
punched and placed over the prongs 
of the ACCO Fastener, retains its 
proper place in the folder by date, 
number, or other required sequence, 
and is not subject to accidental loss 
or misplacement. 

The unique Accobind 


{ll good have 


transfer 


stationers 


ACCO PRODUCTS, INC. 


feature enables the bound units to 
be withdrawn from the _ metallic 
holding device in the folder, to be 
placed — ready-indexed — in the 
transfer file. With a new Indexing 
Sheet and ACCO Fastener intro- 
duced into the slideway of the 
Accobind Folder, it continues on, 
after year, to give you a 
supremely fine filing-binding service. 


year 


fecobind Folders and Acco Fasteners (30 styles) for your every need. 


, OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 





THe Orrice—May, 1952 





director of marketing 


Gorton has 


ton was named 
operations. H. E. 
pointed director of merchandising for 
lines sold to wholesalers and 
and R. J. Mitchell is director of 
chandising for made-to-order goods, P. B. 
Hamilton director of 
J.T. Dennison continues as assistant pro- 
manager, A. B. Newhall as 
Wallis as assistant 


been ap 


retailers, 
mer 
was named sales. 
duction 
treasurer and R. N. 
treasurer. 


Shields Is Sales Manager 


James A. Shields 


was recently ap- 


pointed sales) man 
ager for the dealer 
division of Shaw- 
Walker Co. In his 
new pos ition he 
will direct the sales 
or the 
dealer 
This appointment 
follows 26 vears of 
Mr. Shield’s activity in developing ad 
vertising, merchandising and edueational 


extensive 


Siri’ 
James A. Shields IVISION 


programs for the company. He joined 
Shaw-Walker in 1926 as a salesman spe 
eializing in the bank and accounting ma- 
chine fields. In 1932 he became education 
director and traveling representative. 


Since 1937 and prior to his appointment 


us sales manager, he was advertising 
manager. During this period he used his 
intimate knowledge of Shaw-Walker’s 
Time-Engineered equipment, systems and 
supplies to and conduct fre 
quent sales schools and produce the 300- 
page Shaw-Walker ‘‘ Office Guide.’’ Mr. 
Shields sueceeds Mr. Shaw Walker who 


was elected executive vice president. 


organize 


NBFA Convention 


National 
will hold 
tion at the Cavalier 
Beach, Sept. 10-14. In 
meetings and 
there will be 
recreation 


Forms Associates 
annual 
Hotel, Virginix 
addition to the 
with 


ample op- 


Business 


their seventh conven 


business meetings 
manufacturers, 
portunity for 
and deep sea fishing. An attendance of 
Details from 
Dearborn St., 


including golf 


150 is expected. 
310, 8 &§&. 


at least 
NBFA, 


Chicago 3. 
NOMDA Exhibits Growing 
National Office Machine Dealers 


that 
convention in 


Room 


Assn, 
exhibit 
nual Dallas, 
is going fast and more space has been 
than in the 
Harold Mann 
said, realize the im- 
portance of the market and 
are anxious to display their products to 


space at its an 
16-18, 


announced 
June 
time 


sold this vear in less 


past. Executive secretary 
‘* Manufacturers 


southwest 


The planning council for the Office Machines Utilization Clinic to be held in conjunction with 
the National Business Show the week of October 20; Elmer L. Helm, Shell Oil Co.; Robert W. 
Cockrell, M. W. Kellogg Co.; George W. Oliver Jr., Thomas Mechanical Collator Corp.; 
Harry C. Anaerson, H. C. Anderson Mimeograph Corp.; Rudolph Lang, managing director, 


National Business Show. 


Additional appcointments to the council, among educators and 


manufacturers, will be made. 
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NOMDA will 
large numbers for this event. 
of the fertile 


sales.’’ 


members who gather in 


This part 


country is a field for 


Todd Ad Manager 


a Appointment of 
%~ Harold E. Miller as 
advertising and 
promotion 
Todd 
Co., was announced 
by Gilbert J. 


vice 


sales 


manager of 


Owen, 
president 
in charge of sales. 
Mr. Miller had 
Herold E. Miller been manager of 


bank supply sales 


promotion for the past two 
Richard C, 
promoted to 
New 
which has headquarters in Rochester and 
New York counties and five 


Pennsylvania. Mr. Miller 


vears. He 
who has 
Todd’s 


York State sales territory, 


succeeds srowne, 


been manager of 


Central 


includes 30 


counties in 


The NEW 


Feather Touch » Light Weight 


TYPEWRITER 


FAST TO OPERATE 
QUIET TYPING 
HANDY CONTROLS 
BEAUTIFUL IN DESIGN 


Compare Olympia and you will 
be convinced! Here is a machine 
designed and built to give last- 
ing service and satisfaction for 
years to come. It. feather touch 
and smooth efficient operation 
prohibits operator fatigue 

while its clear sharp type assures 
of clean, good looking letters 
even when typed at the highest styles 
speed. For guaranteed satisfac- 


tion make your choice Olympia 


Beautifully designed in 
finish. Precision-built for heavy duty typing 


joined Todd in 1947 as bank supply 
salesman in Indianapolis. Under his lead- 
ership last year, the bank supply divi- 
showed a gain of 44% as against 
an increase of 35% for all Todd prod 


sion 
ucts. 


SMNA Officers 
The 
Assn. 


Safe 


National 
officers at 


Manufacturers 
elected the 
annual month: War- 
ren F. Mosman, Herring-Hall-Marvin 
Safe Co., president; S. R. Akers, Meilink 
Steel Safe Co., vice president; W. J. 
Parker, secretary-treasurer. 
are Raymond Koontz, Diebold, 
H. Mosler Sr., Mosler Safe A 
Seares, Remington Rand Ine.; L. C. 
Walker, Shaw-Walker; and Messrs. Mos- 
man and Akers. 


following 


their meeting last 


Directors 
Inc.; E. 


Co.: 


Burroughs Advances Dr. Travis 


Dr. Irven Travis, director of research 


of Burroughs Adding Machine Co., was 
elected vice president in charge of re- 


MADE IN 
WESTERN 
GERMANY 


DEALERSHIPS 
AVAILABLE 


Make 6 to 12 readable carbon copies on this full key- 
board machine with its 88 characters in choice of 3 type 


black or olive 
Write for 


claret 


illustrated literature today 


INTER-CONTINENTAL TRADING CORP. 90 west st... N. Y. 6,.N. Y. 
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search at a regular meeting of the Board 
of Directors, John S. Coleman, president, AUTOCOPY 
e¢ . Trawie Par > r ¢ P 4 * + 
announce 1. Dr. Travis, forme rly super: Duplicator Fluid 
visor of research at the University of : A A 
sige ; wage’ For brighter, clearer copies 
Pennsylvania’s Moore School of Elec- wg) —longer runs! Instant drying 
trical Engineering, joined Burroughs in prevents offsetting. Non-in- 
? _¢ 2 ~* jurious to machines. Practic- 
1949 as director of the company’s elec meet ally odorless. Available in 
tronie research laboratory in Philadel - | gal. cans or 54 gal. drums. 


: . ; 4 3 Dealers write for complete 
phia. He has been interested in comput FF. catalog! 


ing devices for more than 20 years. 

AUTOCOPY, INCORPORATED 
> - i 466 West Superior, Chicago 10, Illinois 
E aper Production Rising 18 West 18 Street, New York 11, N. Y. 











In connection with the annual conven 
tion of National Paper Trade Assn. in 
New York, John E. Massengale, sales 
vice president of Eastern Corp., key- 
noted his company’s pre-convention 
luncheon opener with a forecast of in- 
creased productive capacity for the paper 
industry in 1952. ‘‘Last year I made 
the prediction, (Forbes Magazine de- 
scribed it as ‘brash’) that the paper 


industry would produce over 26 million | T)ewberra parted bh 


tons in 1951. At the time I didn’t think | 801 SO. 201H STREET- BIRMINGHAM 5, ALABAMA 


it was brash—it seemed to me to be per- 





Americo’s Largest Engraver of Fine Statio 


FIBRE 
ADDRESSING 
MACHINE 
STENCILS 





ALSO 
FACILITIES FOR 
CUTTING, ADDRESSING 
AND MAINTAINING YOUR 
LISTS AT REASONABLE PRICES. 


ADDRESS-O-RITE 
STENCIL & MACHINE CO., INC. 
64-74 W. 23rd St., New York 10, N. Y. 


OR. 5-3240 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
| Write for Our Cataloa 
| TTT anil eee ||| 
a1. A. DEHN, JR. 





Catherine Swartz, blind secretary for T. H. The Piener Aidit Machine Packs aan 
Bragg, manager, Blind Made Products, uses ADDING: MAGUNNE PARTS Cilewuaialel 
a Webster Wire Recorder for transcribing | P. © Gee Gil tiene . 
dictation. Machine was sold by Ed Peck of ane ; a 
Peck's Office Appliance Co., Oakland, Calif. nj GEE 
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NO BALLYHOO NEEDED 
to sell YOu Cn 
NO CURL NO SMUDGE 
Carton 


Some things are so good—they sell them- 
selves. Try a sheet of NO CURL NO SMUDGE 
Carbon in your 
machine and let 
the results speak 
for themselves. 

Note the sharp, 
beautiful copies— 
the superior mani- 
folding, the 
longer, more eco- 
nomical life. And 
so clean to work 
with. If your 
Dealer does not 
carry NO CURL NO 
SMUDGE Carbon, 
write to us and 
we shall see that samples are sent to you, in 
any weight or finish, for any requirement. 


PEERLESS IMPERIAL CO., Inc. 


TelmeOlilla Meelil+ Ma aelalela 





CARBON 
PAPER 











Gene 
28 Peerless Place, Newark 5, New Jersey 
NY. Office: 7, 321 Bway » Chicago 2.179 W. Washington St 
Detroit 18. 37 Linden St. River Rouge. Michigan 


fectls 
met that figure and, had not the paper 
board segment which accounts for rough- 
ly one-half the entire production slumped 
off in the last months’ production, 
we might have hit 27 million tons. Bv 
the end of 1952 there will be a capacity 
of nearly 2614 million tons, and at the 
end of 1953 the capacity will be a little 
million Whether the de 
mand will keep up with this capacity, 
nobody knows. As 
continues 
I cannot 


logical. The industry more than 


S1X 


over tons. 


-~/ 
long defense 
this 
we 


as 
at 
how 


spending very high 


level, see can have a 


| slump in the writing paper division. You 
just cannot 


60, billions of 


dollars of business without using a tre 


do 70 or 80 


mendous amount of writing paper.’’ 


Gray Elects Admiral Blandy 


of Admiral William H. P. 
Blandy, U.S.N. (Ret.), as a director of 


Election 


| Gray Mfg. Co. was announced by Walter 


| 


erintendent 


E. Ditmars, president. Admiral Blandy is 
a graduate of the U. S. Naval Academy, 
standing No. 1 in the class of 1913. He 
served on the U.S.S. Florida with the 
British Grand Fleet during World War I 
and beeame Chief of the Bureau of 
Naval Ordnance in 1941. During World 
War LI, Admiral Blandy was an amphibi- 
ous task force commander in the Pacific. 


Royal Western Service 


J. S. Schillinger, general service sup 
for Royal Typewriter Co., 
the appointment of 
Byrd as service superintendent for the 
western division. Mr. Byrd been 
with for many vears and, until 
his recent appointment, was service fore 
at the Oakland branch. 


announced Gene 
has 
Royal 


man 


British Industries Fair 


More than 60 firms will oceupy 27,000 
sq. ft. in London’s Olympia to exhibit 
office equipment at the British Industries 
Fair, according to the Office Appliance 


& Business Equipment Trades Assn. 


Britain’s office equipment industry is 
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recisa Wilma lay 


Model! 1062 10 


L Gra ayia 
THE AUTOMATIC 
MULTIPLICATION 


PRECISA DISTRIBUTORS, INC. 
P.O. Box 1557, Salt Lake City 4, Utah 


Premium prices paid this month 
for: 
(late models only) 


NATIONAL 30612 (118) 
NATIONAL 30412 (118) 

FRIDEN STI0’s 

MONROE MAT’s 

COMPTOMETER M & WWM’'s 
BURROUGHS CR BL 8 or (0 col. 
VICTOR PORT ELEC, 
BURROUGHS LATE BILLING MCH. 


Dress up your Burroughs Model 7's with 
VON'S SIDE PANELS & INCREASE 
PROFIT! 


VON SOOSTEN & CO. 
804 Pine St. St. Louis 1, Mo. 
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PAPER MASTER PLATES 
for OFFSET DUPLICATING 


. . « The modern easy way to prepare perfect 
master plates for every type of offset dupli- 
cator. 





Se @ 02 © @he@mhUcOhUcOmUhUCUhOhUrHCLhUhUh FM 


TYPE IT just like a letter. 
ERASE and CORRECT with ease. 
WRITE and DRAW on it. 


AEUDUPERRTELUEES TOU EETELEEREEE 





ounatiUeeeeeesaueeaeeeeng ett 


Available in cut sheets, continuous forms, 
snap-out sets, teletype rolls or for any office 
systems machine. 

PRODUCTS 


R E P L t Cc A CORPORATION 


Manufacturers of Offset Duplicating Supplies 
154 NASSAU STREET, NEW YORK 38, N. Y. 


TO MEET THE 
MOST EXACTING 
REQUIREMENTS 


IMPORTED DOMESTIC 
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second only to that of the U. S. and is 
out to beat its 1951 export total of 11% 
million pounds. Last year this 40-million- 
pound industry did 15% of the world’s 
export business. 


Royal Service School 

F. P. Ryan, president, Royal Type 
writer Co., announced appointment of 
James McCoy as supervisor of the com- 
pany’s new Training School for Service- 
men. Mr. MeCoy joined Royal in 1950 
as special representative working on 
special assignments for D. B. Starrett, 
vice president in charge of sales. Previ- 
ously he was assistant sales manager in 
charge of all U. S. for Lanston 
Monotype Co. 


sales 


Dr. Walton Advances with 3M 


Appointment of Dr. Charles W. Walton 
as general manager of the adhesives and 
coatings division of Minnesota Mining & 
Mfg. Co. was announced by R. P. Carl- 
ton, 3M president, who named Dr. Wal- 
ton to sueceed Louis F. Weyand, recently 
made executive vice president in charge 
of all 3M tape operations. Dr. Walton 
joined 3M in 1947 assistant to Mr. 
Carlton who was then executive vice 
president in charge of manufacturing. 
In 1948 Dr. Walton organized and 
came general manager of the company’s 
new products division. 


as 


be- 


McBee in Canada 

J. W. Bryers has been appointed sales 
manager of McBee Co. Ltd., Toronto. 
He replaces E, H. Gibson whose appoint- 
ment as sales manager of McBee Co. in 
the U. S., was recently 
Charles W. Doulton replaces Mr. Bryers 
Montreal district manager. Tim 


as 


announced, | 


| 





Lownsbrough is production manager of 


the Toronto plant. 


Exports to India 

The March 26 meeting of American 
Office Supply Exporters Assn. heard an 
interesting talk by Dr. Moni 
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Moulik, 


j 


“SLIP-ON” LABEL HOLDER 





SO-1I For I'' Ring Books, 25c ea. 
$O-2 For 2'' Ring Books, 35c ea. 
SO-I'2 For |'2"' Ring Books, 30c ea. 


OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 


ADDRESSING MACHINES 


STENCILS - Parts - Supplies 
AMERICAN ADDRESSING MACHINE CORP. 


510-518 SIXTH AVE. NEW YORK 11, N.Y. 





EX P ORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We guar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service, | 


Richard Gibian 


119 LAFAYETTE STREET 
NEW YORK 13, N. Y 








Cables: “ERGIBIAN."’ Telephone: REctor 2-6580 





K-M BRAKE TURNTABLE 


A strong lightweight turntable especially de- 
signed for typewriter mechanics. It can also 
be used in offices and machine shops for 
assembly work. 
WRITE FOR FREE CATALOG 


KELLEY-MENNES MFG. CO. 
ROCKFORD ILLINOIS 


191 











}--— _—— 


A steno s delight ! 








————i 


NO TIP! NO WABBLE! NO BOUNCE! 

















* HERCULES 
-- TYPEWRITER STANDS — 


with exclusive 


Sell on sight! Because Her- 
cules stands are unmatched 
for utility, safety, leg room, | 
* durability. Magic-Lok 
wings pull to drop, push to 
lock . . . no braces, springs, 
brackets!: For right, left or 
both sides. 
Immediate Delivery 


Model 86 TD - 
MACHINE 
STAND 

Saves 50% on 

, desk costs!— 
20% on floor 
space. Safe— 
__ rugged —vi- | 
bration free! 














the fu- 
American trade India. He 
how India’s development. pro- 
gram must give import priorities to heavy 
capital goods ahead of office supplies and 
equipment. Although not very encourag- 
ing for office supply exporters at present, 
Dr. Moulik explained that eventually 
India should become an excellent market 
for American office equipment, perhaps 
after five Until then he 
exporters to maintain their 


Indian Information Service, on 


ture of with 


described 


veurs, advises 
contacts 


closely, 


Blind Students Take Notes 


Hush-A-Phone Corp. reports that blind 
students are using dictating machines to 
take classroom notes by equipping the 
dictation microphone with a Hush-A- 
Phone made for this purpose. This pre 
vents the blind student from disturbing 
others in the class. Particulars may be 
had from Hush-A-Phone Corp., 65 Madi- 
son Ave., New York 16. 


Mosler Expands in N. Y. 

Mosler Safe Co. has leased a_ large 
portion of the second floor at 320 Fifth 
Ave., New York, to increase their show- 
room and office space to over 13,000 sq. 
ft. They have 12,000 sq. ft. of 
warehouse in Long Island City. 
Added space is for the growing Cash-O- 
Matie and export divisions. 


also 


space 


Duplicopy Names Lee 


Richard A. Miller, Dupli 
copy Co., announced that Charles H. Lee 
to the presi- 
The 


is announcing a new series of automatic 


president, 


has been named assistant 


dent in charge of sales. company 
feed, inexpensive spirit duplicators. Mr. 
Lee looks forward to hearing from his 


friends in the industry. 


Smith-Corona Appointment 

James B. MeCormick, 
lL. C. Smith & Corona Typewriters Inc., an 
nounced appointment of Lester F, Smith 


vice president ‘ 


us a home oftice field representative. His 
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IN A FEW MINUTES 
PLASTIC BIND YOUR OWN PRE- 
SENTATIONS — PAMPHLETS — 
REPORTS RIGHT IN YOUR OWN 
OFFICE! 4 
Now for the same price 
Y of an ordinary 


| stapling machine, you 
| 


turn 
looseleal 
advantages. Use any 


size color cover stock 


THE MIGHTY ; a 
minoet gusscn | ANC IN A. MATTER Ge 


A FEW MINUTES produce 
only $9.90 


a beautifully bound book 
Complete with over 150 Tauber-Tubes In various 
colors and sizes, All F.0.B 


FREE! 2 WEEK TRIAL OFFER 
AT NO OBLIGATION 


ORDER TODAY! OR WRITE FOR 
ILLUSTRATED LITERATURE 


TAUBER PLASTICS, INC. 


202 HUDSON ST., NEW YORK 13, N. Y. 


ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 


WE MANUFACTURE . 
BUY and SELL Pilates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats. Our 
large stencil embossing dept. 
gives fast, accurate service. 





REBUILT ELLIOTTS 
ALL MODELS 

HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Fibre sten- 
cils, tong & short trays, 
cabinets, liquid & paste ink. 
Also Smith Stencil type- 
writers. 
WRITE FOR INFORMATION, PRICES & CIRCULAR 
Dept. 20-0, 40 W. 15th St., N. Y. 11, N. Y. 


MAILERS' EQUIPMENT CO. 
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The PARALINER is a new device for rul- 
ing forms, It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance ag by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is ver 
duce forms t 


simple and anyone can pro- 
e equal of a skilled draftsman. 


Send for full particulars 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5. D. C. 


r—>AN | ADDING 


MACHINE 
see, $1.95 


The RELIABLE Addometer 
adds, subtracts, multiplies — does 
BIG work at LOW COST! 


Here’s a bantam-weight, portable adding 
machine that handles figure work as 
speedily and efficiently as many big, ex- 
pensive machines. Ideal for business record 
keeping, inventory work, payroll figuring, 
billing, checking receipts, etc. 

OUTSTANDING ADVANTAGES 
Adds, subtracts, multiplies by direct action 
® Easy, speedy operation; instant diai 
clearance @ 8-column capacity; totals al- 
ways visible e Guaranteed satisfaction or 
money back. 

See your office appliance dealer, 
stationer, or write— 
Reliable Typewriter & Adding Machine Co. 
301 W. Monroe Street © Chicago 6, Illinois 


























MONARCH 
Rubber 
LINE DATER 


Engineered with same skill 
that goes into the FORCE 
Hand Numbering Machines. 


Not just 3 or 4 but 6 full years 
of dating. Straight line impres- 
sions assured because precision-molded rubber bands 
self-align on bridge. Nickel plated. A high-grade 
FORCE utility for those who demand the best. Pop- 
ularly priced for volume sales. Numberers also 
available. Write for Catalog. 


ee 


mPany ~coee 


64 White Street, New York 13. N Y 


TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 


e 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


. 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, mY. 


STENCIL BOOK FILE 


The Smart Way to 
FILE STENCILS 
Available in 50 and 100 page capacity. 
Contains index, numbered pages and _ pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat’ for 

future use, 
Casatity SU GeBts 6 5:0i diescsawe sc $2.75 
Capacity 100 stencils 


TECHNYGRAPH CO., Techny, Ill. 


MANY LETTERS REACH US EVERY DAY 


from our business friends, proving that Buromarkt 
oftice equipment magazine is internationally recog 
nized. If you are interested in the European marke? 
you 3n be informed twice a month about all new 
developments in Office Machinery, Office Devices, 
Office Furniture, Office Supplies and the compleie 
range of Commercial Stationery by the news and 


trade journal 


BUROMARKT International Journal of Office Equip- 
ment reaching 10,000 dealers and managers in all 
countries of Europe with the monthly supplement: 
Das Rationelle Buro, (The Efficient Office). 


Information from: Atlantic Service Agency, P.O. 
Box 415, Flushing, N. Y. |Ndependence 3-6815. 


Sample copies from: 
VERLAG PETER BASTEN, 
AACHEN, GERMANY 
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knowledge of Smith-Corona products and 
his experience as a salesman will enable 
him to assist dealers in promoting the 
sale of Smith-Corona portable type 
writers, adding machines and eashiers. 
He will make his headquarters in Indian 
apolis and will inelude in his territory 
Smith-Corona branch oftices in Cinein- 
nati; Davenport, Iowa; and Indianapolis. 


IT&T Acquires Kellogg 
International Telephone & Telegraph 
Corp. through an exchange of stock ac 
quired the business and properties of 
Kellogg Switchboard & Supply Co. in a 
plan approved by Kellogg shareholders. 
According to James H. Kellogg, president 
of Wellogg, ‘‘It is a weleome consolida- 
tion of forees, joined together for the 
betterment of communications through 
out the free, civilized world. Kellogg’s 
business will continue to operate under 
the same efficient and experienced man 


William F. Wittenborn, Harry J. (Bob) 
Siemers and Edward D. Els at Von Soosten 
& Co., St. Louis. Mr. Wittenborn started 
with Burroughs in 1914. Mr. Siemers started 
with American Arithmometer Co. in 1901 
and went with Burroughs in 1904. Mr. Els 
started with Boyer Machine Co. in 1899 and 
moved to Burroughs in 1901. Bill Wittenborn 
has been with Von Soosten the past 15 years, 
Bob and Ed (retired) work there one day a 
week. But most Von Soosten mechanics are 
under 35. 
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You can make your office quieter 
and more efficient by placing 
Kil-Klatter pads under all of your 
typewriters. Your typists will 
make fewer mistakes, and office 
efficiency will go up as Kil-Klatter 
pads absorb the shock and deaden 


the noise of typing. 


® Made from genuine long-life 
OZITE felt. 


© Dent-proof and skid-proof. 


@ Fits all typewriters and other 
office machines too. 


$125 
at your stationer or office supply dealer 


AMERICAN HAIR & FELT CO. 


Dept. 725, Merchandise Mart, Chicago 54, Ill. 


RIL RLATTER 


THE SCIENTIFIC TYPEWRITER PaDd 








\L BAG LINF 


Complete Line 
DE LUXE 
Canvas & 

: Leather 
Mail Bags for 
your select 
clientele. 
Send for 
circular. 











ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Off. 








CASH REGISTER 


—- 
WRITE FOR LATEST CATALOG 


International Cash Register Parts Co. 
Chicago anergy pe dog Parts Co 
10 ADDISON STREET, CHICAGO 18, ILLINOIS 











SPECIAL MACHINES 
for the manufacture of 
CARBON PAPERS 
TYPEWRITER RIBBONS 
DRY STENCILS 
@ 

HAIDA ENGINEERING CO. 


34-11 Vernon Boulevard 
Long Island City 6, New York 








agement as heretofore. F. M. Parsons 
will continue as sales manager, William 
A. MeCracken as works manager, Nor 
man H. Saunders as engineering mana- 


ger, Harry O. Nordberg as purchasing 
a 


9 
ire 
gent. 


M & V Distributor 


Mittag & Vogler, Inc., have appointed 
W. H. Kistler Stationery Co. as exclusive 
distributor in Denver, 
C. WW. 
A full-time carbon and ribbon specialist 


according to 


Bergere, general sales manager. 
is in charge at Kistler’s. 


Fredrickson Succeeds Father 


Bob Fredrickson recently left an ex- 
cellent selling position to become dis- 
trict sales manager for Autopoint Co. 
for the states of Iowa and Illinois (ex- 
cept Cook Co.). He succeeds his father 
Richard R, Fredrickson, now retired, who 
covered this territory for 30 years, 


Cushway Joins Crescent 

Charles P. Cushway, formerly execu- 
tive vice president, Webster-Chicago 
Corp., has joined Crescent Industries, 
Inc. of Chicago as vice president and 
chairman of the advisory board, where 
he will direct Crescent’s expanding oper- 
ations in the jobber-dealer field, here 
and abroad. 


A. C. Gilbert 

Albert C. Gilbert, former president 
and chairman of the board of Gilbert 
Paper Co., died at his home in Neenah, 
Wis., March 14. Associated with the 
paper industry for almost 50 vears, Mr. 
Gilbert joined the Gilbert Paper Co, in 
1907. He served as treasurer and a di- 
rector of the company until 1923, when 
he was named vice president. He be 
came president of the company three 
vears later, a position he held until 1951 
when he became chairman of the board. 
Mr, Gilbert was also president of the 
Writing Paper Manufacturers’ Assn. in 
1939, 1940 and 1941. He also served as 
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LONGER LIFE FOR FILE FOLDERS! 
with Dennioow Reinforced Tab Labels 
ee 


Dennison Reinforced File Folder 
Tab Labels do three important jobs: 


1. Reinforce new folder tabs as you 
label them. 

2. Make worn folder tabs as good as 
new. Save money! 

3. Give any tab long-lasting triple - 
strength for extra wear and tear. 


EASY TO USE! Fit all 4 cut folders 
. Available in 8 colors for subject Sturdy gummed backing strip gives folder tabs 
classification... Ready to use in easy- triple-ply strength for extra wear 
to- type, perforated strips ... No 
ridges to catch on papers. Order a supply from your stationer today. 


For free samples, write Dennison, Dept. TO, Framingham, Mass. 








FOR PEAK PERFORMANCE 
IN BUSINESS MACHINES 


Thorough dependability, efficient operation and long 
life are motor qualities you know to be essential for top 
performance in business machines. Thirty-seven years’ 
motor building experience has made these qualities 
standard in Lamb Electric Motors. 

The Lamb Electric Company * Kent, Ohio 


In Canada: Lamb Electric—Division of Sangamo Company Ltd.—Leaside, Ontario 


mb Eleclric 


SPECIAL APPLICATION 0 0 
FRACTIONAL HORSEPOWER M T RS 
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PAYCHECK ‘‘Outlook’’ ENVELOPES 


The quick, easy, safe way to handle pay checks. 
Name only, as written on the check, shows through 
window in Opaque envelope. This insures privacy 
for employer and employee. Saves second address- 
ing of names on ordinary envelopes and prevents 
checks getting mixed. Made any size, with window 
opening positioned to fit your checks. 


Send us check you now use and we will submit 
sample Paycheck ‘‘Outlook’’ Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd, Chicago 7, IIlinors 


ev bale, 
ett 


STEEL SHELVING 


with new, rigid 
"“Twin-Post” corners 











See your office supply dealer 
or wiite us for specifications. 


EUBAUVER MFC. CO. 


2013 Central Ave. Minneapolis 18, Minn. 


% ADJUSTO-SWING fits most desks, wood 
metal. Easily attached. 


% Adjustable to proper height. 
% Converts flat top to Steno desks. 
% insures your machines against tipping over. 


Adjusto- Swieg Office Machine Stands Cx 
509 Shelby St. Detroit 26, Mic 


ACCOUNTING, 
“ BILLING, 
BEV BOOKKEEPING 
& ANALYSIS 
MACHINES 


We furnish all special features and rebu 
the machines you order to your direct spe 
fications. All machines unconditionally gu. 
anteed. Inquiries invited. 


WE ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 
Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13,N. Y. 
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chairman of the paper and pulp indus 
try’s part in the observance of the Wis 
consin State Centennial in 1948, 


James Stewart Cushman 

James Stewart Cushman, 80, president 
of Cushman & Denison Mfg. Co., died 
March 19. He founded the Allerton 
Houses hotels and promoted many na 
tional and international tennis tourna 
ments. 


Frank H. Woods Sr. 


Frank H, Woods Sr., 84, chairman of 
the board of Addressograph-Multigraph 


Corp., died April 1. For many years, 


Mr. Woods was a member of the law 
firm of Hall, Woods & Pound. He found- 
ed the Lineoln (Nebr.) Telephone & 
Telegraph Co. in 1908 and became the 
first paid president of the U. S. Inde 
pendent Telephone Assn. in 1910, Famil 
iar with business operations at home and 
abroad, Mr. Woods played a powerful 
role in the direction of Addressograph- 
Multigraph Corp. 


Hugh L. Smith 


Hugh L. Smith, vice president in 
charge of sales at Yawman & Erbe Mfg. 
Co., passed away unexpectedly April 6 
after a brief illness. Mr. Smith began 
work at the Minneapolis branch of Yaw 
man & Erbe in 1902 as an office boy 
from which position he steadily ad- 
vanced to stenographer, receiving clerk, 
shipping clerk and floor salesman. In 
1904 he was made district manager for 
the south. A vear later, he became as- 
sistant manager of the San Francisco 
branch where, during the fire and earth 
quake, he saved the firm’s records at the 
risk of his own safety. Later he was 
made Chieago branch manager and in 
1917 moved to Rochester as supervisor 
of branches and subsequently eastern 
district sales manager with headquarters 
in New York. Mr. Smith returned to 
Rochester in 1928 as sales manager and 
shortly 


thereafter was elected vice 


president in charge of sales. 
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TYPEWRITER @ TABULATING 
ADDRESSOGRAPH e@ TIME STAMP 
BOOKKEEPING MACH. @ ADDING MACH. 
CARBON PAPERS 


TYPEWRITER e@ BILLING 
FAN-FOLD @ PENCIL 
CARBON JACKETS e@ REGISTER ROLLS 


HECTOGRAPH SUPPLIES 


CARBONS e@ MASTER UNITS 
RIBBONS @ DUPLICATING FLUID 
HAND-CLEAN CREAM @ CORRECTION PENCILS 


Codo-assures You 


INCREASED VALUE 


| Codo-\ urs. corr. 


Factory: Coraopolis, Pa. 


nner 


564 W. Monroe St. 
Chicago 6, til. 


401 Wood St. 
Pittsburgh 22, Pa. 


270 Lafayette St. 
New York 12, N.Y. 











eAID VIER TUS IEIRS » 





Acco Products, Inc 

Accounting Machine Export Corp 
Acme Adding Machine Service & Sales Corp 
Addo Machine Co 

Address-O-Rite Stencil & Machine Co 
Adjusto-Swing Office Machine Stands Co 
Allen & Co 

Allen Business Machines, Inc., R. C 
Allied Carbon & Ribbon Mfg. Corp 
Amberg File & Index Co 

American Addressing Machine Corp 
American Automatic Typewriter Co 
American Carbon Paper Mfg. Co 
American Dictating Machine Co 
American Hair & Felt Co. 

American Lithofold Corp 

Art Steel Sales Corp 

Associated Industrial Designers 
Ailas Stencil Files Co 

Autocopy, Inc. 

Automatic Pencil Sharpener Co 
Autopoint Co 


Barrett Adding Machine Division 
Basten, Peter 

Bates Mfg. Co 

Battye-Franklin Corp 

Boorum & Pease Co. 

Bruning Co., Charles 
Brushmakers, Inc. 

Burroughs Adding Machine Co. 
Business Archives Center, Inc. 


Caloric Stove Corn 

Canvas Products Corp 
Carter's Ink Co. 

Chart-Pak, Inc. 

Clary Multiplier Corp 

Codo Mfa. Corp 

Cole Steel Equipment Co 
Columbia Ribbon & Carbon Mfg. Co. 
Commercial Controls Corp. 
Cotterman. |. : 

Coxhead Corp., Ralph C 
Cramer Posture Chair Co. 
C-Thru Ruler Co. 

Cushman & Denison Mfg. Co. 


Dashew Business Machines Inc 
Davidson Corp. 

Dehn, Jr. 1. A 

Dennison Mfg. Co 
Denominator Co 

Dewberry Engraving Co 
Dick Co., A. B 

Ditto, Inc 

Dupli-Typer Co 


Fastern Corp 

Evans Specialty Co 
Executive Furniture Inc 
E-Z Sort Systems, Ltd 


Faber-Castell Pencil Co. A. W 
Facit, Inc 

Federal Business Products. Inc 
Federal Cash Reaister Co 
Felt & Tarrant Mfg. Co 

Force & Co. Wm. A 

Frankel Mfg. Co 

Friden Calculating Machine Co 


200 


Gavrin Prass, Inc., Arthur J 
General Binding Corp 
Gibian, Richard 

Graff Co., George B 
Graphic Systems 

Gray Mfg. Co 


Haida Engineering Co 
Haloid Co. 

Hamilton Mfg. Corp. 
Hammermill Paper Co 
Hano Co., Philip 
Harding Co., Milo 
Howard Co., Robert 
Hoye Textile Corp. 
Huff Sales Co. 
Hush-A-Phone Corp. 


Imperial Desk Co 

Indiana Cash Drawer Co. 

Ink Specialties Co. 

Inter-Continental Trading Corp. 
International Business Machines Corp. 
International Cash Reqister Parts Co. 
Invincible Metal Furniture Co. 


Jardin Associates, Inc. 


Kee Lox Mfg. Co. 

Kelley- econ Mfg 

Kelloga ane s Supply Co. 
Kline Co., W. 


Lamb Electric Co. 
Lanston Monotype Machine Co 
Litho Engineering & Research 


Maanetic Recording Industries 
Mailers Equipment Co. : 
Manifold Supplies Co. 

Marchant Calculating Machine Co. 
Maso Steel Products 

Master Addresser Co. 

McBee Co. 

McGourty, T. K. 

McGregor & Werner, Inc. 
Meilink Steel Safe Co. 

Minnesota Mining & Mfg. Co. 

M & M Industries 

Mittag & Volger, Inc. 

Modern Business Forms Mfg. Co. 
Morris Co., Bert M 

Mosler Safe Co. 

Multistamp Co 


National Cash Register Co 
Neenah Paper Co 
Neubauer Mfg. Co 

Norta Distributing Co 


Odhner Sales, Inc 

Office Products, Inc. 

Office Research Institute 

Old Town Corp. 

Olivetti Corp. of America 

Outlook Envelope Co 

Oxford Filing Supply Co 

Ozalid, Division of General Aniline & 
Film Corp 
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Paraliner Co. 

Parsons Paper Co. 
Peerless-Imperial Co. 
Peirce Wire Recorder Corp 
Phillips Process Co. 
Piiney-Bowes, Inc. . 

Plus Computing Machines, Inc. 
Precisa Distributors, Inc 
Precise Carbon Forms 
Print-O-Matic Co. 

Pronto File Corp. 


Queen Ribbon & Carbon Co. 


Rapid Roller Co. 
Reeves Brothers, Inc. 
Regal Typewriter Co. 


Reliable Typewriter & Adding Machine Co 


Remington Rand, Inc. 

Replica Products Corp. 
Revo-File Sales 

Rex-Rotary Distributing Corp. 
Rising Paper Co. 

Rite-Line Corp. 

Roberts Numbering Machine Co. 
Roberts Rubber Co., Weldon 
Rockwell-Barnes Co. 

Rol-Dex Division ... 

Rose Ribbon & Carbon Mfg. Co. 
Royal Typewriter Co. 


Safeguard Corp. . 

Schlegel Mfg. Co. 

Scott-Rice Co. 

Security Certifier Co. 

Security Steel Equipment Corp. 
Select-O-Phone Division 

Sengbusch Self-Closing Inkstand Co. 
Shaw-Walker 

Sheppard Co., C. E 
Sheppard Envelope Co. 


THIS TRADE MARK 
STANDS FOR 


rectston 


TYPEWRITER RIBBON 


CUTTING & EDGING 


Shipman-Ward Mfg. Co 

Smead Mfg. Co. 42 
Smith Co., Charles C. 180 
Smith & Corona Typewriters, Inc., L. C. Cover II 
SoundScriber Corp. 137 
Standard Duplicating Machines Corp 82, 83 
Standard Register Co. 107 
Staplex Co. .. 138 
Star Loose Leaf Co 169 
Storms Co., H. M 164 
Strohmeyer & Arpe Co 19% 
Sturgis Posture Chair Co. 28 


Tallman Robbins & Co. 134 
Tauber Plastics, Inc. 193 
Technygraph Co, 194 
Textile Cutting Corp. 201 
132 Thomas Mechanice!l Collator Corp 

' Thurston Division, W. Harris 
Tiffany Stand Co. 
Tubular Specialty Mfg. Co 
Typewriter Sundries Co., Ltd 


Uarco, Inc. 
Underwood Corp. 
U. S. Typewriter Ribbon Mfg. Co. 


Vanguard Engineering & Mfg. Co. 
Victor Adding Machine Co. 
Vogel-Peterson Co. 

Von Soosten & Co. 

Vue-Fax Corp. 


Wassell Organization 
Watson Mfg. Co. 

Weston Co., Byron 
Wheeler Insulated Wire Co 
Whitfield Press, Inc. 
Wilson Jones Co. 

Worden Co. 


Yawman & Erbe Mfg. Co 


& Wa 


Ribbon-slitting machines in our Hawthorne plant. 


Our machines were designed and specialized experience in this work. 
built for one purpose only—to slit Our policy is to maintain the con- 
and edge typewriter ribbon cloth, stant perfection demanded by 
of any width or construction, accu- typewriter ribbon manufacturers. 


rately and uniformly. 


Our experts have had long years of 


Prompt Service 


TEXTILE CUTTING CORP., 178 Fifth Avenue, Hawthorne, N. J. 
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OL WE 
See il” 


Character 


Hk program of this month’s 
annual NOMA 


(pages 64-65) is themed to the 


Conterenece 


office executive’s obligations to 
and below 
outside his 


his fellowmen—above 
him, within and 
pany. No matter what our position, 
all of us have 
which define the only limits of our 
complete freedom in a democracy. 
The first and biggest obligation is 
to ourselves, and if we ean see that 
obligation clearly and meet it, we 
are sure to satisfy our fellowmen. 


com- 


these obligations 


But to some people this will ever 
be difficult and, to a few, impossible. 
Their strong 
enough to 


are not 
their honesty 


characters 
maintain 
and when they weaken, too often 
they use office work as a weapon to 
attack trusting associates. 

Most — office include 
controls against error, involuntary 
or deliberate. But an inadequately 
designed system will allow, even in- 
vite, defaleation by the weak in 
character. This applies wherever pa- 
perwork is done, in private enter- 
prise and in government. Surety 
that it is 


procedures 


eompany records prove 
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almost impossible to foresee when 
or where dishonesty may be ex- 
pected since the method devised by 
one man ean be circumvented by 
another who has the inclination and 
the opportunity. The opportunity 
can be prevented when the proper 
procedure is maintained. This is 
the responsibility of top manage- 
ment and it is fully met only when 
top management considers the true 
importanee of office work. 

Stories of dishonesty in high and 
low places spread over the pages of 
our newspapers giving many 
concern for the morals of the teen- 
age generation who will manage our 
offices tomorrow. Are too many 
youngsters learning to cheat on pa- 


are 


per in their classrooms? If so, ean 
we expect other than that they will 
lie on paper when they oceupy an 
office desk in a private or govern- 
ment job? 

Office work is important! Even 
dishonest clerical work is better 
than none at all because an honest 
person can accurately audit it and 
spot the lie. As long as our eiviliza- 
tion exists, the honest will be in 
the majority and the top manage- 
ment that realizes the significance 
of office work has nothing to fear 
from the few of weak character. 

Office executives, by and large, are 
doing a tremendous job in maintain- 
ing the clerical work needed by 
business and government. Their 
responsibilities have grown greatly 
in recent vears and office work is 
done when top management 
gives its office manager the authority 
to fulfill his obligations. 


best 
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DITTO 


ONE-WRITING SYSTEMS ! 


ONE NUT: 12,227 PAPER FORMS! 


Before a common nut can be mined and fabricated, 12,227* 
paper forms must be made out. Analysts say the average 
business spends a third of its time in paperwork. Yet, because 
paperwork is taken for granted, businessmen usually look 
for savings out in the plant—whereas paperwork offers a 
gold mine of opportunity to speed and save. 


DITTO. SIMPLIFIES PAPER WORK! 


Paperwork can be a “necessary evil” or with DITTO 
One-Writing Systems it can straighten out pay and production, 
anticipate material needs, shorten routines, release employees 
for productive work, cut out error and delay. DITTO 

directs, controls, coordinates and expedites all operations. 


AMERICAN INDUSTRY DEPENDS ON 















In these days of defense pressure and heavy 
paperwork, large companies and small 
declare that their DITTO systems, 

machines and supplies are more than 

ever essential for their peak efficiency. 
Today’s greatest economies and 
betterments are to be found in paperwork. 


Ask for specific data showing how the 
DITTO Payroll, Production, Order- 


Billing, Purchasing and other systems 
Streamline your paperwork: and bring 


benefits all down the line. No obligation. 
ne cae 
ex. U.S. Pat, . 
DITTO, Incorporated ? 


2247 West Harrison Street, Chicago 12, Illinois 


te 2" 


tom Ne ma 


You can’t blame girls for complaining when 
hands and clothes get stained from hecto- 
graph carbon .. . especially when they know 
it’s so needless now. 


Underwood Corporation has put an end to 
this nuisance of stains and smudges. 


The new Overcoted Master Sets are finger- 
proof and stainless. They eliminate stained 
hands and clothing, avoid need for special 
stain-removing soaps and cleaners. 


Change to Underwood Corporation 
Masters! That’s the easy way to overcome 


Prove it FREE: Just ask on your letterhead for free samples. 
Please specify purple, black, or blue. 


Underwood Corporation 


mae d Change to UNDERWOOD CORPORATION 
Hecto Sets and Hecto Carbons... 
they're Overcoted and Finger-proof 


employee reluctance to use hectograph 
carbon. 

In addition: Underwood Corporation Hecto 
Master Sets and Hectograph Carbon Papers 
give sharper masters, more and better re- 
productions. 

There are no typewriter feed roll 
smudges ... you have uniform intensity of 
type characters. 

“Summerized,” too! Even on the hottest, 
most humid days, reproductions are sharp, 
crisp—and, of course, free from stains! 


@ The Key 


to Better Impressions 


One Park Avenue 
New York 16, N.Y. 
Supply Divisian 
Burlington, N. J. 





